SAINT STEPHEN’S EPISCOPAL CHURCH

Event Form
Completion of this form ensures your event will be posted and promoted.
Today’s Date:__________Person Requesting:_____________________________
SSEC Ministry coordinating this event: _____________________________________

Contact Person's email address_____________________phone #_______________

Event Title and Purpose of Event :  Please write one sentence (and attach) describing this event as well as  provide a picture or icon as well.  This sentence and picture will be used in our weekly publications (eFocus, eVision, NOVA announcements etc.).  
Please write a paragraph (and attach) giving all details about this event.  Links to other websites with detailed information can be used.  This write-up will be used on our website calendar at www.ststeve.org. 
Date(s) of the Event: __________________

Time of event:  from ______ - to _______

Location of Event (please check one):  

___Off Campus:

               Location (include physical address):  _____________________________
___On Campus:  please list the rooms you wish in order of preference.
============================================================

IF On Campus, PLEASE FILL OUT THE FOLLOWING INFORMATION:
Equipment Needed (please check all that apply and give explanation):

       __Kitchen - 

           Audio Visual needs-

            __Sound System

            __ Projection 

       __Tables (specify how many) - 

       __Chairs (specify how many) - 

       __Desired configuration of tables/chairs

       __Parking needs:
       __Other:  (flipchart, markers, pencils, etc.)
Opening and closing:  Do you need a key or someone to open/close for you?

Please remember to secure all access doors if you are here during non-work hours.
Cleanup:  I have read and agreed to the cleanup checklist (on the next page) and instructions and will be responsible for the use of the area being requested:

 _________________________(Your Signature)

Please return this form to the Parish Administrator Cynthia Drake in Church office or email it to her at cdrake@ststeve.org.  Thank you.
	Call Cynthia (512.626.4854 or 847.6696) or Walt (512.917.2131) if you have questions
	 

	 
	 

	Checklist for Cleanup of Kitchen & McArthur Hall
	Done

	Facility must be clean and ready for use by others within 2 hours of close of event
	 

	All floors swept and mopped.
	 

	Kitchen counters clean and clear.
	 

	All tabletops, plastic tablecloths and countertops cleaned with soap & water
	 

	Stove top, oven and warmer empty and cleaned and turned off.
	 

	Dishwasher turned off.
	 

	Inside of microwave wiped clean with soap & water.
	 

	All items returned to proper storage location
	 

	Pantry door closed and locked.
	 

	All dishes and utensils cleaned and put away
	 

	Tables and chairs cleaned & replaced to storage containers
	 

	All leftover food removed from premises
	 

	Thermostats returned to proper non-use temperature
	 

	Turn off all lights.
	 

	All exterior doors locked (if at time other than normal working hours)
	 

	All garbage removed to dumpster
	 

	 
	 

	Checklist for Cleanup of Areas of Facility - excluding Kitchen or McArthur Hall
	 

	All tables & chairs cleaned and stacked, put away if possible
	 

	Floor clean, free of debris
	 

	All trash removed to parish hall trash containers or dumpster
	 

	All food and refreshments removed
	 

	Lights turned off
	 

	Exterior access doors locked
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