
EVENT REQUEST FORM 
 

This form is used to secure approval for all GMTC-sponsored, traveled or –hosted events. Event 

Requests are reviewed by the pastoral and office staff to ensure alignment with GMTC’s Purpose and 

Vision Statements and coordination with the Master Calendar. You will be notified in a timely fashion as 

to whether or not your event is approved. 

 

(Please complete this form and return to your department overseer) 

 

Please respond to all sections that applies. 

 

1.  Event Title  

_________________________________________________________________________________________ 

2.  Department/Ministry Team 

 

_________________________________________________________________________________________ 

3.  How will this event fulfill GMTC’s Purpose Statement to “Build a Strong Family through F.A.I.T.H.”?  

     Please be specific as to how it supports Fellowship, Adoration, Instruction, Telling and/or Helping. 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

4.  Contact/Event Sponsor’s  Name 

__________________________________________________________________________________ 

5.  Contact Phone Number: 

(      )  _____-________ 

6.  Email Address 

 

________________________________@_________________________.COM 

7.  Day and Date of Event 

__________________________________________________________ 

 



8.  Start and End Tim 

_______________________________________________________________________________ 

 

9. How many people do you anticipate being involved with this event? 

________________________________________________________________________________ 

 

12. What room(s) and/or outside area(s) will you need? (Sanctuary/Kitchen/Community Center/Loft/  

      Classrooms (please specify) 

 

_______________________________________________________________________________________ 

13. Do you agree to clean the room(s) and outside area(s) after your event, including vacuuming, taking  

      out the trash, and returning furniture to its proper location? (Failure to do so may result in the  

      forfeiture of using the building in the future.) 

 

_______________________________________________________________________________________ 

14. Will you need additional time to set up for this event and clean up afterward? If so, please explain. 

 

_______________________________________________________________________________________ 

15. What chairs, tables or other equipment will you need for this event? 

 

_______________________________________________________________________________________ 

16. Transportation: Will you need use of GMTC vans or bus? If so please fill out transportation request 

form  

 

17. How will this event be funded? (Personal? Church Budget? Registration Fee?) 

________________________________________________________________________________ 

 

 

18. Will this event be a fund raiser? If so, have you received approval from the Church Board of  

      Directors? (All fund raisers must be pre-approved by the Church Board of Directors.)   

 ___________ YES  _______________ NO 

 

 

 
 
 
 



 

19. Sound Board and Technical Equipment: If your event requires the use of audio or projection  

      equipment, you are responsible to contact and secure an approved sound technician through 

the Audio Visual Ministry Team Leader, Jacob Henderson Jr, at least 2 weeks in advance of the 

event. Modifications of the sound board, laptop, and platform can only be made through the 

direction of the Audio Visual Ministry Team Leader. Please note what your audio or projection 

equipment needs will be. 

 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

20. Miscellaneous Notes: 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

 

 

 

 

 

 

 

Please email this form to your overseer or the Church Office. 

 


