Main Street UniteD Methodist church ( Loving God – Growing in Faith – Serving Christ
601 West Main Street  (  Waynesboro, VA 22801  (  (540) 942-1179

MSUMC activity/EVENT planning form
MINISTRY AREA & RESPONSIBLE PERSON:_________________________________________________________
Nature of Meeting/event:
(One time      (Ongoing

 Day/Date(s):_____________________
Time event will begin: ________   Time expected to end: __________
Number of People Expected:___________
Set up time:__________    Cleanup & Take down until ___________
Rooms(s) to be used (check all that apply): (  Sanctuary (Fire code capacity: Main Level – 325, Balcony – 125)  
( Nursery
( Spares & Pairs Classroom [34 & 35]
( Mini Kitchen
     ( Library [NO FOOD or DRINK]
( Christian Fellowship Classroom [#18]
( Baraca/Berean Classroom [#23]
( Conference/Young Adult Classroom [#22]

( Fellowship Hall (Fire code capacity / # of persons: Seating in chairs only – 377; Standing only – 880; Table & Chairs – 176) 
( Fellowship Hall Kitchen
If Kitchen Use Requested, Please specify needs:

   
( serving counter only   ( refrigeration     ( stove & oven   ( convection oven    ( ice machine
EQUIPMENT REQUESTED:  
( Sign holders #:         
( Sanctuary Sound Equipment [NOTE: MSUMC Sound Technician must be present.]

( Fellowship Hall Sound Equipment [NOTE: Sound Technician may not need to be present]

( Audio/Visual Equipment: [Projector, DVD, Laptop, etc]   Specify:__________________________________________


Instruments:
     ( Piano       ( Organ
[Note: Special permission & Instructions apply]
Other Special Needs:________________________________________________________________________________________
To provide a pleasant, organized, and clean church facility for members and visitors, after the event, please leave the area(s) used in a clean and orderly condition; please remove all items, decorations, etc. associated with the program and not normally in the area immediately following the event.  All trash should be removed and placed in outside receptacles.
SOUND SYSTEM and A/V Requests:  Programs in the Sanctuary that require the use of the sound system must have one of MSUMC’s Sound Technicians on duty. Do not tamper with sound equipment, connections, or receptacles.  Only trained and authorized persons may operate the sound equipment. The Fellowship Hall sound system may be operated by those persons who have previous training, but who are not designated Sound Techs.  If assistance from our Sound Technicians and/or Audio/Visual Ministry Committee volunteers is being requested during the event, it is strongly encouraged that the request be made at least four weeks in advance, if possible, to increase the likelihood that one or more of them can be available at a specific time. 

Please remember to shut off lights and lock designated interior doors and all exterior doors after the event is over.  
(If other people are in building, please check to see which doors they need and lock all others. Checking the church calendar will help clarify who else may be using the building at the same time.)

· If the church bus will be needed for the activity/event please remember to use sign up on the  Bus Calendar.
	
	us
	


For use by church office:

( Activity placed on calendar: Name: ____________________________________________  Date:______________
Others needing the information have been notified:    
· Security Personnel
( Organist/Pianist
    ( Sound Technician
(  Kitchen Steward

