Life Church Use Application Procedures

Please familiarize yourself with these procedures.  If at any time you have questions or concerns, please feel free to contact the Calendar Event Coordinator schedule@lifeonweb.org or 
503-649-4444 ext. 147.

Important Information
· All requests must be submitted to the Calendar Event Coordinator at least 3 weeks prior to your event (4 weeks if you want to advertise for 3 weeks).  

· The requestor/ministry will be assessed a $50.00 fee to cover clean-up if the room is not returned to it’s original condition
     Event Planner

 FORMCHECKBOX 
Have a copy of the approved Use Application at the event
 FORMCHECKBOX 
Submit request to Ministry Leader (ML)
 FORMCHECKBOX 
ML submits request to Calendar Event Coordinator for final   approval

 FORMCHECKBOX 
Fill out and turn in Use Application 4 weeks prior to the event
 FORMCHECKBOX 
Advertisement
· Web

· Pre-Service Screen Announcements (4 week maximum)
· Worship Guide (4 week maximum)
 FORMCHECKBOX 
Registration
· Provide the information you will need from the person registering  
 FORMCHECKBOX 
Event Details

· Description: Write a short paragraph about the event (proof!)
 FORMCHECKBOX 
Schedule
· Enter all details pertaining to the date/time of the event

 FORMCHECKBOX 
Room/Resource Item Request

· Enter the information on the rooms you wish to use
· Life Church Resource List is available on the web
 FORMCHECKBOX 
Contact Information

· Event Planner name/phone is your information
· If you are NOT the contact for this event, please fill out the contact information and include if you have received permission from that person to post their information on our web site

 FORMCHECKBOX 
Sign your e-mail address and the date

 FORMCHECKBOX 
Receive confirmation from Calendar Event Coordinator

Other things to consider:

 FORMCHECKBOX 
Do you need childcare for your event?  If so, please fill out the Childcare Request form on the web.
 FORMCHECKBOX 
Have you contacted authorized personnel for sound, lights or video as needed?  

 FORMCHECKBOX 
Have you contacted an authorized driver for the bus as needed?

 FORMCHECKBOX 
Have you included all information needed to make your event successful?
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