Life Church Use Application 
Submit with eMail Subject: Ministry – Name of Event – Date of Event.  
Questions: Calendar Event Coordinator, schedule@lifeonweb.org, 503-649-4444 ext. 147
To forward, save this document to a known location on your computer, open a new e-mail and attach the file.  
New Approval  Process:  Ministry Leader forwards request to Calendar Event Coordinator for final approval.
New: Click in a fill in field and Press F1 for directions. It works better if you save your file and then open in Word.
Name of Event/Request       
     Anticipated attendance (if applicable):        Offsite location (if applicable):      
Type of Request (check all that apply)
 FORMCHECKBOX 
 Building/Room Use      FORMCHECKBOX 
 Equipment Use       FORMCHECKBOX 
 Vehicle Use   

 FORMCHECKBOX 
 Property/Field Use        FORMCHECKBOX 
 Off-Site Event        FORMCHECKBOX 
 Display Table (Sat/Sun)  (Dates:       )
Date(s)

        
        

 
Event Date(s):         

Day of Week (if applicable):      
 
Event Start Time:        
 Event End Time:      
 
Amount of time needed for:  Set Up      
 Tear Down      
Activity/Event Publication
Advertisement (check all that apply)
 
 FORMCHECKBOX 
 Web Calendar    FORMCHECKBOX 
 Pre-Service Screen Announcements    FORMCHECKBOX 
 Worship Guide   
       Date to start advertising worship guide (earliest is 1 week after final approval)      
 
Do you want participants to register online?  FORMDROPDOWN 
       Childcare needed?   FORMDROPDOWN 
   

Website Calendar if applicable:  FORMDROPDOWN 
 2nd Calendar:  FORMDROPDOWN 
  3rd Calendar:  FORMDROPDOWN 
   

 
Event description (400 character max) (Proof in a different Word doc 1st):      
 
    More details (use only if out of space in description above):      
   FORMCHECKBOX 
 Childcare needed - Fill out Childcare Request Form (lifeonweb.org under Ministries\forms)
Room/Resource Item Request
Main Room Requested:      
  Room Set Up  FORMDROPDOWN 
  Offsite location(s):      
Additional Room(s):      
  Room Set Up:      
If kitchen is booked, who will be in charge of kitchen clean-up:      
Vehicle (Driver must be secured before turning in this form)  FORMCHECKBOX 
 Bus - Driver:  FORMDROPDOWN 
 

Worship Center Sound/Media Resources (check all that apply)  


 All requests for the below items must have a technician secured prior to turning in this form. See Fine Arts Pastor for contact info.
 
 FORMCHECKBOX 
 Worship Center Sound System - Technician:  FORMDROPDOWN 



 
 FORMCHECKBOX 
 Worship Center Power Point - Technician:  FORMDROPDOWN 


 
 FORMCHECKBOX 
 Worship Center Light Board - Technician:  FORMDROPDOWN 

 
See the Life Church Resource List for additional resources and list your requests below
 
Qty:       Item:      

Qty:       Item:      

Qty:       Item:      
Room Set Up Resources: (If multiple rooms, specify under set up notes on what goes where) 

 
Qty:       Item:  FORMDROPDOWN 
   Qty:       Item:  FORMDROPDOWN 
   Qty:       Item:  FORMDROPDOWN 

 
See the Life Church Resource List for additional resources and list your requests below

 
Qty:       Item:      

Qty:       Item:      

Qty:       Item:      
Set Up Notes/Comments:      
Contact Information
 
Event Planner’s name:         Main Phone        Alternate Phone      
 
*Please check if we are allowed to publish the contact person’s  FORMCHECKBOX 
 main phone  FORMCHECKBOX 
 e-mail on the web site

 
Contact person:         Main Phone        Alternate Phone      
 
Contact e-mail:      
 
Signature: (indicate email address as signature)       Date submitted:      
****************************************************************Office Use Only****************************************************************

Office Comments:     
Lock-up person (if applicable):  FORMDROPDOWN 

Pastoral Staff Approval: FORMDROPDOWN 

Date:     
Strategy Icon:  FORMDROPDOWN 


Worship Center Approval:  FORMDROPDOWN 


Date:     

Office Approval: FORMDROPDOWN 


Date:         Status:  FORMDROPDOWN 


Reservation Number:      
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