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Letting your members use church facilities for special family events is one of the ways your members and their relatives or friends form a special bond with your church.  Accommodating the public when they ask to use your church is not only a service but an outreach to the community.
 
However, if the public’s use of the church building results in confusion, miscommunication or frustration, what was meant to be a loving service can result in hurt feelings, damaged relationships and a poor image for your 
church.
 
Communication is the key
 
to avoiding a negative outcome.  Getting all the necessary information upfront and making sure to ask the right questions helps ensure a successful event.  The form on the next page will help your church accomplish that. 
 
This form was developed by Pastoral Care Inc.  The form is available for download on our website: www.pastoralcareinc.com.  It is available in PDF and in Microsoft Publisher.  Feel free to 
download,
 copy or edit this form to suit the needs of your church.
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[Name of Church] Events Checklist
                           123 Gold Street, Anywhere, 
Anystate
 77777   Phone:  xxx-xxx-
xxxx
Circle the type of event you are planning:
Wedding    Reunion    Funeral    Other:
______________________________________________________________
Date(s) of event:
______________________________________________________________________________________
If 
Wedding
, names of bride and groom: ___________________
_________________________________________
_________________________________________________________________________________________________________
If Reunion, name of group: 
__________________________________________________________________________
If Funeral, name of deceased: ___________________
____________________________________________________
Is a minister needed for your event?  Do you already have one?  Who?
_________________________________________________________________________________________________________
Responsible party:
___________________________________________________________________________________
Phone:
(        ) ________________________        Cell: (     ) _________________________
Areas of Responsibility
Who will open/lock/handle security system
?_
______________________________________
Who will operate AC/Heat? ____________________________________________________________
Circle parts of church you wish to use:
Gym    Kitchen    Sanctuary    Other: ___________________________________________________
Will you use church’s tables and chairs
?_
_____________________________________________
Will furniture or instruments be 
used/moved
? _____________________________________
Who is responsible to place them back
?_
_____________________________________________
Is church’s audio/visual equipment needed? ________________________________________
If so, who will operate our system
?_
__________________________________________________  
Who will decorate
?_
____________________________________________________________________
Any promotions/announcements
?_
______ 
By whom? ______________________________
Any special deliveries?
  
Flowers?
 
Food?
 Other
?_
_____________________________________
Dinner provided by church
?_
__________________________________________________________
Who will cleanup
?_
_____________________________________________________________________
Practice dates communicated to church
?_
____________________________________________
Checked
(    )
(    )
 
(    )
(    )
(    )
(    )
(    )
(    )
(    )
(    )
(    )
(    )
(    )
(    )
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Pastoral Care Inc. supports and strengthens Christian ministers nationwide from all denominations through counseling,
immediate caregiving assistance, and education, as well as researching the underlying stressors associated with ministry.




