Derby Friends Church 
Announcement Request &

Event Organizer

	Name of Event/Announcement:

	Event Date: 
	Today’s Date:

	Location:
	Time:

	Set up Time:
	


	Contact Name: 
	Phone: 

	Email: 
	Cell Phone: 


	Room Needed:
	 FORMCHECKBOX 
Van Needed

	 FORMCHECKBOX 
Library
	 FORMCHECKBOX 
Youth Room
	 FORMCHECKBOX 
Balcony

	 FORMCHECKBOX 
Basement
	 FORMCHECKBOX 
Children’s Ministry Area
	 FORMCHECKBOX 
Auditorium

	 FORMCHECKBOX 
Basement Classroom

	 FORMCHECKBOX 
Funding Required
	Amount Requested:

	Set Up:
	 FORMCHECKBOX 
Chairs
	 FORMCHECKBOX 
Tables
	 FORMCHECKBOX 
Set-up
	 FORMCHECKBOX 
Hospitality

	 FORMCHECKBOX 
Sound
	 FORMCHECKBOX 
Lights
	 FORMCHECKBOX 
Multi-media
	 FORMCHECKBOX 
Other
	


	Text for Announcement:




	Announcements Requested:
	
	
	
	

	List Dates:
	Program

(Due by Tuesday)
	Web Site

(2 weeks notice required)
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Requested by____________________________________     
	Approved by____________________________________ Date_____________

	Office Use Only:
	

	 FORMCHECKBOX 
Entered in Calendar
	 FORMCHECKBOX 
Reservation Made
	
	 FORMCHECKBOX 
Confirmed


