
The event request form is used to request clerical, facilities (equipment and supplies), and announcements for an event activity and ministry meeting. The form can be submitted via email to the church staff (officestaff@bbftt.org), fax (813-983-0683), office mail box located in sanctuary building, or church office. Communication of facilities (if applicable) and confirmation of air date for advertisement will completed within 3-5 business days.  The information will be forward to the requestor on the event request form.
*All event request forms must have Director’s signature prior to submitting to the church office.

Clerical Request
The event request form must be submitted to the office a minimum of 14 business days prior to the event or date needed. If your request includes special order items (i.e. gloss paper, binders) allow additional 3 – 5 business days. 

*Please note that a request form for bulletin inserts and posters is considered a clerical request.

Announcement Request (Power Point and Personal)
The event request form must be submitted to the office a minimum of 21 business days prior to the requested air date.  
· All announcements for events must be listed on and submitted in addition to the project planner. 
· All announcement requests must include the event, the location, the time, the contact, and any additional information needed. 

· Ministry meeting advertisements will be include the church newsletter, website and running boards (exception women and men choir rehearsals). No power point please. 
· Personal announcements will be reviewed by the worship team.
· The content of the personal announcement should be reviewed with Minister D. Crandle.
· The information should be limited to the event.

· Personal announcements that include skits should be limited to a maximum time of 5 minutes. All other communications should be limited to three minutes.
· Please note personal announcements will not be permitted simultaneously with power point announcements. 

· Power point verbiage should be limited to 30 seconds.
· Animation should not over power the announcement of the slide.
· Running Board announcements are available for advertisement. Information needed is the name of the event or function, the date, the place, and the time.

In the event your slide will not be shown

The requestor documented on the event request form will be contacted when the number of advertising slides exceeds seven (7). The decision will be made as a collaborative effort between the office staff and worship team in the event a slide has to be temporarily removed or delayed.
Facilities/Equipment & Supplies Request
The facility request form must be submitted a minimum of 14 days prior to the event. The time requested on the event request form must include any set-up and breakdown time needed. All facilities should be left clean. Please complete the facility set-up form in addition to the request form. The set-up form is provided on the church website, in church office, and located in the area of the ministry mailbox center.   
Event Request Form Process
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