Date Received by Office:________________






EXHIBIT 4
New Mt. Calvary Baptist Church
Quarterly Event Proposal
Ministry:_____________________________________________________________________

Director/President/Minister:____________________________________________________

Contact Numbers:_____________________________________________________________

Event:____________________________

Event Date: _________________________
Start Time:________________________


End Time:_____________________

Please provide a description of the activity to take place.  Include the following information as appropriate: 

· Scripture and theme

· Speakers and background information

· How you plan to avoid mistakes that were made in the previous years

· Agendas/Outlines for event

· Additional information that is planned for your event

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________

​​​​​​​​​​​​
Activity Location
 FORMCHECKBOX 

On Campus: Facility Requested__________________________________________________________

 FORMCHECKBOX 
 Off Campus: Location_________________________
Address_____________________________


Contact:____________________________________
Phone_______________________________

Additional Forms/Papers Included
 FORMCHECKBOX 
Clerical

 FORMCHECKBOX 
Gym Lay-Out

 FORMCHECKBOX 
Flyers



 FORMCHECKBOX 
Invitations

 FORMCHECKBOX 
Tickets

 FORMCHECKBOX 
Requisition


 FORMCHECKBOX 
Publicity Request


 FORMCHECKBOX 
Supplies


       FORMCHECKBOX 
Transportation
 FORMCHECKBOX 
Letters


First Line Leader Signature: ___________________________________________________

(Reviewed QEPs will be placed in your mail slot)
Event Planning Check List

· All major events scheduled for the year should already be on the calendar

· All events must be planned at least 8 weeks out

· The objective of the event must be clear!  Determine if your event is a fundraiser, a fellowship, an outreach opportunity, or other (if other, please explain).

· The objective of the event will help you determine who your target audience will be.  Are you targeting the community, the entire church body or just your (ministry) members?

· No ministry should plan more than two events per year that target the entire church body.

The following is a guideline/checklist to make sure you have covered all of your bases.  Please keep in mind that this is simply a guideline, you are ultimately responsible for making sure that you have followed all church procedures to ensure a successful event.
 FORMCHECKBOX 

Date Approved


(Contact Church Administrator) to confirm date.  Events






must already be on the calendar. 
 FORMCHECKBOX 

Sound System


(Contact Church Administrator) to request 
 FORMCHECKBOX 

Budget Finalized


(Event Chair) determine every possible expense that you will incur and how you






will generate revenue (what price will you charge?)

 FORMCHECKBOX 

Volunteers Secured

(Event Chair, Volunteer Coordinator or other) secure volunteers two months






in advance.

 FORMCHECKBOX 

Announcement


(Contact Church Administrator) Submit announcements to the church 






Administrator on the Publicity Request Form no less than one month in 

advance.  The announcement should include what the event is, time, date, cost, location and who to contact for questions.  Church staff is not responsible for publicity of your event. 
 FORMCHECKBOX 

Finalize Food Plans

(Notify Cooks for Christ) six weeks in advance


(Additional Cost)

 FORMCHECKBOX 

Assign Volunteers

(Event Chair) should determine who will be responsible for what duties: 






purchasing, cooking, decorating, receiving money, set-up, clean-up, and 






returning rental equipment one month in advance. 

 FORMCHECKBOX 

Requisition submitted

(Submit to Finance Administrator) and allow two weeks for delivery.
 FORMCHECKBOX 

Security



(Contact Church Administrator) two weeks in advance.


(Additional Cost)
 FORMCHECKBOX 

Parking Lot Ministry

(Contact Church Administrator) two weeks in advance.

 FORMCHECKBOX 

Layout & Equipment

(Submit to Church Administrator) two weeks in advance.
Event Proposal Due Dates

	Quarter
	Events for
	Quarter Due
	Due Date
	Approval Issued by

	1st
	Jan. – Mar.
	4th
	1st Tues. in Oct.
	Last Fri. in Oct.

	2nd
	Apr. – June
	1st
	1st Tues in Jan.
	Last Fri. in Jan.

	3rd
	Jul. – Aug.
	2nd
	1st Tues. in Apr.
	Last Fri. in Apr.

	4th
	Oct. – Dec. 
	3rd
	1st Tues. in July
	Last Fri. in July




 FORMCHECKBOX 
Approved
By:_________________________________________________________________



 FORMCHECKBOX 
Denied

Date:________________________________________________________________



 FORMCHECKBOX 
Pending

Qtr:_________________________________________________________________
