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Calendar-Event Request Form

Date Submitting Request: _____________________
Event Description: 
Name of Event:  _______________________________________________________________________________________
 FORMCHECKBOX 
 New Event 


 FORMCHECKBOX 
 Change Event 

 FORMCHECKBOX 
 Cancel Event 
Attendance Estimate: _________________


Start Date: ____________________

End Date: _____________________


Start Time: ____________________

End Time: _____________________ 

Setup Time: ___________________

Breakdown Time: _______________
Recurring Event?

 FORMCHECKBOX 
 Daily--Describe:  ________________________________
 FORMCHECKBOX 
 Weekly--Describe:  _____________________________
 FORMCHECKBOX 
 Monthly--Describe:  ______________________________
 FORMCHECKBOX 
 Yearly--Describe:  ______________________________
Dates to Exclude: ______________________________________________________________________________________

Location Resource:  






 FORMCHECKBOX 
 Building A - Large Assembly Area



 FORMCHECKBOX 
 Building A1 – Classroom




 FORMCHECKBOX 
 Building A2 – Classroom




 FORMCHECKBOX 
 Building A - Open Area (near classrooms)



 FORMCHECKBOX 
 Building A – Kitchen





 FORMCHECKBOX 
 Building B - Large Assembly Area




 FORMCHECKBOX 
 Building B1 – Classroom




 FORMCHECKBOX 
 Building B2 – Classroom





 FORMCHECKBOX 
 Building B3 – Classroom




 FORMCHECKBOX 
 Building B4 - Kitchen/Classroom




 FORMCHECKBOX 
 Building C – Classroom




 FORMCHECKBOX 
 Building D – Classroom





 FORMCHECKBOX 
 Gym - Large Assembly Area (gym floor)


 FORMCHECKBOX 
 Gym – Kitchen






 FORMCHECKBOX 
 Gym – G1 – Nursery





 FORMCHECKBOX 
 Gym – G2 - Downstairs South Classroom


 FORMCHECKBOX 
 Gym – G3 - Downstairs South Classroom


 FORMCHECKBOX 
 Gym – G4 - Upstairs South Classroom


 FORMCHECKBOX 
 Gym – G5 - Upstairs South Classroom


 FORMCHECKBOX 
 Gym – G6 - Downstairs North Classroom


 FORMCHECKBOX 
 Gym – G7 - Upstairs North Classroom


 FORMCHECKBOX 
 Gym – G8 - Upstairs North Classroom


 FORMCHECKBOX 
 Gym – G9 - Upstairs North Classroom


 FORMCHECKBOX 
 Office Annex






 FORMCHECKBOX 
 Parking Lot 






 FORMCHECKBOX 
 Worship Center





 FORMCHECKBOX 
 Worship Center Foyer




 FORMCHECKBOX 
 Off Campus (location) - ___________________________

Other Resources Needed (check all that apply) & Details (please be specific):

 FORMCHECKBOX 
 Audio Support –_________________________________________________________________________________________
 FORMCHECKBOX 
 Lighting Support –_______________________________________________________________________________________
 FORMCHECKBOX 
 Computer/Video Support  –  FORMCHECKBOX 
 PC
 FORMCHECKBOX 
 Mac
  FORMCHECKBOX 
 DVD/Movie  __________________________________________________
 FORMCHECKBOX 
 Childcare –_____________________________________________________________________________________________
 FORMCHECKBOX 
 Food at Event –  FORMCHECKBOX 
 Restaurant Catered
 FORMCHECKBOX 
 Ministry Catered _____________________________________________
 FORMCHECKBOX 
 Tables –  FORMCHECKBOX 
 Round Cafe
 FORMCHECKBOX 
 8’ Banquet  # needed:  ____________________________________________________

 FORMCHECKBOX 
 Chairs –  FORMCHECKBOX 
 Black Cafe
 FORMCHECKBOX 
 Folding  # needed:  _______________________________________________________
 FORMCHECKBOX 
 Room Setup – _________________________________________________________________________________________
Ministry Profile:
 FORMCHECKBOX 
 Adults – (College Ministry) 





 FORMCHECKBOX 
 Adults - (Men’s Ministry) 
 FORMCHECKBOX 
 Adults – (Women’s Ministry) 





 FORMCHECKBOX 
 Adults - (Senior Adult Ministry) 
 FORMCHECKBOX 
 Adults - (Singles’ Ministry) 





 FORMCHECKBOX 
 Adults - (Sunday School Class) 
 FORMCHECKBOX 
 Adults - (Small Group) 





 FORMCHECKBOX 
 Adults - (Home Small Group) 
 FORMCHECKBOX 
 Children’s Ministry 






 FORMCHECKBOX 
 Youth Ministry 
 FORMCHECKBOX 
 Prayer Ministry  






 FORMCHECKBOX 
 Worship Ministry  





 FORMCHECKBOX 
 Missions Ministry - (Jerusalem) 




 FORMCHECKBOX 
 Missions Ministry - (Judea) 




 FORMCHECKBOX 
 Missions Ministry - (Samaria) 




 FORMCHECKBOX 
 Missions Ministry - (Ends of the Earth) 

 FORMCHECKBOX 
 Pastoral Care Ministry: Wedding 




 FORMCHECKBOX 
 Pastoral Care Ministry: Funeral 


 FORMCHECKBOX 
 Pastoral Care Ministry: Other ______________________________
 FORMCHECKBOX 
 Other - __________________________________
Promotion(s) Request (Email descriptions to ljudge@cpcfamily.org.  Descriptions should be 40 words or less.)
All promotion requests will be considered.  However, not all requests can be approved because of time and space constraints.  The CrossPointe Church staff will make an effort to let you know what request has/has not been approved.  Thank you for your understanding.
 FORMCHECKBOX 
 Website




Date(s) to run: ___________________________________________________
 FORMCHECKBOX 
 Worship Announcement


Date(s) to run: ___________________________________________________
 FORMCHECKBOX 
 PowerPoint Slide (pre-service)

Date(s) to run: ___________________________________________________
 FORMCHECKBOX 
 Bulletin Promotion



Date(s) to run: ___________________________________________________
 FORMCHECKBOX 
 Other:  _______________________________
Date(s) to run: ___________________________________________________
___________________________  
_____________________   
____________________________

Requested By



Phone/Email


Date

___________________________  
_____________________   
____________________________

Ministry Sponsor – 


Phone/Email


Date

(Elder/Minister/Staff/Ministry-Lead)



___________________________  
_____________________   
____________________________

Certified By – (Publications Admin)
Phone/Email


Date
___________________________  
_____________________   
____________________________

Approved By



Phone/Email


Date
Calendar-Event Request Decision:  FORMCHECKBOX 
 Denied
 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Need to Adjust & Resubmit due to Conflict
CrossPointe Church

Calendar-Event Request Form – Manual Copy (Revised 6/29/11)

