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REQUEST FORM    Today’s Date:
    Deadline: Tuesday, 3 weeks prior to event date  


Please complete all fields.  The more you include, the better we can respond to your needs.
EVENT NAME (one sheet per event/opportunity)

| 1 WHAT                           | 

Ministry associated with event:
| 2 WHERE & WHEN               
  |
Event Date:




Times:

Location:

Childcare provided?    
How to register:        Connect Card       Bulletin Board      Website      Other_________________
Is there a cost to participants?
Contact Name:

Email:

Phone (w/ extension, if necessary):

Anything else you want to mention:

| 3 WHO                             |
Target Audience (who do you want to reach? Describe this person(s)):
| 4 WHY                             |
Event Objective (what is the desired outcome & response):
Event Purpose (which part(s) of HPCC’s values will this fulfill (Embrace, Intersect, Journey?) :
REMEMBER
1.  All information should be returned to Robin Drake in the church office. Attach any brochure, graphics, or additional information to this form (or email to rdrake@harrisprairie.org)
2. All events and dates must be pre-approved by the staff. Where, when, and how an event is promoted is based on many factors and will be decided by staff.    
3.  Brochures, handouts, displays etc. must be approved prior to distribution, display or announcement. Bulletin announcements may be submitted, maximum 60 words.
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