Event Request Procedure

1.  You want to hold a meeting.  Does it require only a room and no other type of ministry support (no mics or catering, for example)?  If it only requires a room, call the church office to reserve a room with Renee or Ken.  If there is a conflict, they will work with you on alternatives.

3.  If your meeting requires more than just simple room space, or if it draws on or affects other ministries of the church, you will need to fill out an Event Request Form (ERF), which you can get at the Grace web site, on the Member Resources page.
4.  If your request is for a ministry event, please inform your cluster leader of your request, so that he or she is in the loop.  In November, the Management Team will plan the calendar events for the upcoming year through August.  However, each cluster only needs to provide ERFs ready for Jan-Apr for this November meeting.  Two other meetings will be held, one in early spring for May-Aug and one in early summer for Sept-Dec, for which you should submit ERFs for the upcoming four months to your cluster leader.  This helps us manage our support resources and enables the ministries to handle scheduling conflicts.  
· If you have your ERF in to your cluster leader prior to the initial Nov meeting, you are more likely to have your event on the date and with the resources you requested.  
· If you miss these calendar meetings, your ERF should be completed 4-6 weeks prior to your event date.  It is, however, less likely that you will receive the date and/or resources that you requested than if your ERF were considered at the calendar meetings.
5.  If your request is for a member event, such as a wedding, please email it to the church office at info@gracechurchoffredericksburg.com.  The office will contact you regarding questions or issues related to your event.  Ministry events always get priority in calendar planning, although we try to accommodate personal events when possible.

6.  You may consult with Ken Stout, Renee Falls, or any of the resource ministries to assist you in planning prior to submitting your ERF to the Management Team.  However, it does not officially go on the calendar until the Management Team approves the event.
· Please note that the Management Team reserves the right to choose an alternate date for your event/meeting and/or to adjust your request to match the available resources.
7.  Ken will handle any facility-related needs, and other ministries will handle other resource needs, such as Sound/Worship Arts, Catering, or child care.  They will most often contact you directly with any questions that are not addressed in the ERF.
8.  Once Ken confirms that he has received your ERF, you should check periodically with him and other resource ministries involved to ensure that your request is being handled sufficiently, and to minimize the opportunity for miscommunication.  Please do not assume that because you sent an email to the office that all your event needs are being managed.  We need your involvement to ensure that event plans are moving along.
9. After your event, please let Ken and/or other ministries involved know if you have any feedback for future similar events that would help us serve you more effectively.
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	Event Name:  
	Date:  


	Event Information

	Type of Event 

(check all that apply):
	 FORMCHECKBOX 
 Event with 200+ People; estimated attendance: 
 FORMCHECKBOX 
 Event with 1-200 people; estimated attendance: 
 FORMCHECKBOX 
 Staff Event

 FORMCHECKBOX 
 Off-site Event
 FORMCHECKBOX 
 Non-Grace Sponsored Event

 FORMCHECKBOX 
 Other (please describe) 

	Event Start Time:
	
	Event End Time:
	

	Requested Location:
	 FORMDROPDOWN 
   FORMDROPDOWN 
 
	Alternative Location:
	 FORMDROPDOWN 
   FORMDROPDOWN 


	
	 FORMDROPDOWN 
   FORMDROPDOWN 

	 FORMDROPDOWN 
  Date:
	     

	Description of event and target audience (e.g. youth retreat, prayer service, dance concert, wedding, workshop, etc.)




	Point of Contact Information

	Group or Ministry Name:
	

	Representative’s Name:
	

	Position in Group:
	

	Rep’s Phone #:
	
	Alt. Phone #:
	     

	Rep’s Email:
	

	Are you currently a member of Grace Church of Fredericksburg?
	         FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No

	Rep’s Signature:
	
	Date:
	


	Event Needs

	Check all the supporting resources that you require:
	 FORMCHECKBOX 
 Audio/Visual 

 FORMCHECKBOX 
 Child care

 FORMCHECKBOX 
 Food and beverage

 FORMCHECKBOX 
 Music (worship leaders, musicians, etc.) 

 FORMCHECKBOX 
 Keys needed (for off-hours meetings)

	Please describe in detail the needs of this event for the above four resource categories (e.g. # of mics, types of food, room layout, types of instruments, need it recorded, chapel sound system, etc.): 



	If YOYL workers are involved

	Workers/Hours:      /     
	Total amount: $     
	Ainsworth’s sig:     
	Date:     


If this is a ministry event request, please give copies to your ministry and cluster leaders.

Once you have completed this form in its entirety, send it via email, fax, or hand deliver to:

Grace Church  attn: Ken Stout    email: kstout@gracechurchoffredericksburg.com      fax: 540.785.6068
Event


Request
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