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EVENT PLANNING SHEET
	Complete this form and return to the church office.

	[bookmark: Names]Event Name:
	
	Date:
	
	Begins:
	
	Ends:
	

	Contact Person:
	
	Email:
	
	Phone:
	

	EVENT DETAILS:

	Location: 
	

	Type of Event:
	
	# of People:
	
	Total Budget Cost:
	

	[bookmark: Attendees]Cost to attend:
	
	Registration Deadline:
	

	Person designing promotions: 
	
	Phone and/or Email:
	

	Types of Advertising:
	

	[bookmark: Topics]BUILDING USE Information: (if activity will be in JOURNEY facilities you must fill out building use)

	Rooms needed:
	

	Special Room Set-Up Instructions:
	

	Person responsible for Open/Close: 
(must have a key & security code from office)
	
	Setup & breakdown time:
	

	Childcare needed? 
	
	If yes, have you received approval from Jason?
	

	NOTE: JOURNEY policies and procedures for childcare must be followed.

	[bookmark: AdditionalInformation]A/V Equipment needed:
	

	NOTE: Auditorium sound/AV equipment usage must be pre-approved. Has usage been approved?
	

	GOALS:

	


	NOTES:
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