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NEW COMMONTTY

"Declaring God's truth,
one verse at a time"’

www.newcommunitychurch.org



SPECIAL EVENT ACTION PLANNER
Before Submitting This Form for Approval, Please Check the online NCC Calendar At www.ncc-stl.org to Make Sure Date Does Not Conflict with Previously Scheduled Events.
Event / Function Information

1.  Organization / Ministry / Personal

Name of Organization / Ministry _______________________________________________________________

Address _____________________ City ________________ State ____ Zip _______

Phone _______________________ Contact _________________________________

2.  Date (s) __________________
___________________

3. Event Time :  Beginning _______ AM ______ PM       Ending ______ AM ______ PM

Set-up / Clean-up times:  Beginning _____AM _____PM  Ending _____AM _____PM

4. Activity

a. Type of Activity (i.e. breakfast meeting, guest lecturer, concert)
____________________
b. Name of group(s) or speaker(s) _________________________________________

c. Participation type ( check all that apply)
Family _____  Adult _____ Youth _____

Free _____ Paid ______

Fundraiser _____ freewill donation _____  fee _____ (see financial section)

5. All material(s) / music / videos must be approved by appropriate New Community Pastor or Elder for use.  List materials to be used.  Any music (lyrics), videos or manuscript (lecture material) must accompany this request for prior approval.
6. List Person(s) overseeing responsibility of function: 

a. Person to oversee activity Pastor / Elder / Deacon: __________________________

b. Person in charge of activity : ________________________________

c. For youth activity – (minimum one adult per 10 youth)

List names of adults and area of supervision

1. __________________________ 4. ___________________________

2. __________________________ 5. ___________________________

3. __________________________ 6. ___________________________

7. Number of attendants :  Adults  ___________  Youth  ___________

8. Outside organizations must furnish ( and  possibly add NCC to ) their liability policy or sign the NCC “Facility Use Release, Waiver and Indemnity Agreement.”  This is to protect the church from any financial responsibility or loss.  Forms are available in NCC’s office.
Facility Use

Please leave facilities in the manner in which they were originally found in prior to use.

1. List all facilities of the church being requested for approval of use for this event (i.e. auditorium, fellowship center, (kitchen use meeting room only: etc.), classroom(s), nursery.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Kitchen (no one under the age of 18 will be allowed in the kitchen without adult supervision, no youth is to be left in the kitchen unattended, no youth under the age of 13 will be allowed in the kitchen)
3. Fill out the “Room Set up Request Form” for table and / or chair arrangements required for this event.

Forms are available in NCC’s office.

4. All trash must be picked up and any garbage bagged and taken out to the dumpster at the end of each day(s) of the event.  The facilities are to be left in the manner they were originally found in prior to use (Tables / chairs cleaned, floors vacuumed, kitchen utensils washed and returned to proper storage areas: kitchen appliances, counters and walls cleaned).





Financial

If there are any costs, not being funded by NCC,  related to this function, list the costs for each individual area:

1. Amount funded and approved by ( person) NCC  _______________________________________________
2. Additional Costs:
a. Speaker $ __________
        c. Organization (i.e. music group, bands, etc.) $ _________
b. Equipment Rentals $ ______________   d. Other _________________________  $__________
3. Charge (cost per person)

a. Adult $ ________  b. Youth (specify age to qualify $_______ / _______ c.  Family $ ________

4. Collection of funds (how will funds be collected – i.e. ticket sales): _______________________
5. Person responsible for handling finances (a reconciliation of costs to revenue, and a financial breakdown for each disbursement is required before payments can be made): _____________________________________________
6. All NCC events will require any money to be turned into financial offer for deposit.  Any need for disbursements will then be turned in on NCC Expense Report(s) for approval for payment.  If payments are to be paid at time of event for any outside services, prior approval and arrangements will be required.
No payments are to be made by any individual; payments can only be made and through NCC.

Submitted by : ____________________________________   Date: _________________

Approved by: ______________________________________  Date: __________________



Chuck Lieberman, Jr.


 Revised 1 / 2010

Facility Use Cleanup
Event / Function

Fellowship Center, Kitchen & Classrooms

Fellowship Center

· All tables / chairs cleaned, floors vacuumed and table / chair set up must be returned to its original floor plan.
Kitchen

· Kitchen no one under the age of 18 will be allowed in the kitchen without adult supervision, no youth are to be left unattended, and no youth under the age of 13 will be allowed in the kitchen.  The kitchen counter tops must be completely free of all kitchen items.  The kitchen counter tops must be completely free of all items.

· Dish towels and table cloths should be laundered and returned after the event.  The dish towels and table cloths must be placed in their designated storage areas (please do not leave them on the kitchen counters).  Because other ministry events may be planned please return these items in a timely fashion,.

· All kitchen utensils washed and returned to proper storage areas: coffee pots, serving dishes, napkins, plates, food, etc. must be returned to their designated areas.  When using the dishwasher you are responsible for emptying it and returning all items to their proper places.  Clean all counters and kitchen appliances used.
· The popcorn poppers tea dispensers, stack of hand towels, microwave and toaster are the only items to be left on the counters at completion of use.

· All trash must be picked up and any garbage bagged and taken out to dumpster at the end of each day(s) of the event.  (Trash door key is on the wall in the kitchen).

· The sweeper must be used on all carpet areas of the fellowship center.

· The other tiled floors must be mopped.

Worshipped Center

· All chairs must be returned to their original set up.
· Pulpit area must be clean; lectern returned to its original location and carpet surrounding the pulpit must be vacuumed.
· Stage must be clean; stage floor must be free of debris.  Carpet at pulpit and throughout sanctuary must be vacuumed and free from any debris.
· Any tables used for the event must be returned to their original place of storage.
· All stage lights, sound equipment, and / or recording equipment and any other lights in the worship center must be turned off.
· Worship center must then be locked.
· The sweeper must be run over the entire worship center.
Classrooms

· All tables and chairs moved around for the event must be returned to their original placement.  Tables are not to be left out in the hallway following the event.

· All trash must be picked up and any garbage bagged must be taken out to the dumpster at the end of the day.

· Any items returned to the kitchen (for example pots, plates, napkins, etc.) must be returned to their storage area.

· The sweeper must be run in the classrooms used.

· All lights are turned off and the classrooms are locked.

Church lobby may require that the sweeper be run following your event.

