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Christian Life Center - Event Worksheet (updated: 9/11/2004)  
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Submitted Date:                 /                / 

Submitted By:  

Contact Information (Worksheet must be completed and subm

Department/Group Leader:  

Phone #: (                )                    - Alternat

E-Mail:  

Event:  

Event Date(s):  

Alternate Date(s):  

Event Information   

Event Time(s):  

Event Purpose:  

Department/Group(s) Involved:  

Cost Per Person: $ Estim

Event Location  (Please check all areas needed) 

F Sanctuary F Fellowship Hall F Kitche

F  Class Room(s):  

Technical Needs (Please check all sound equipment & visual aid

Sound Equipment:  F Sanctuary  F Fellowship Hall V

F Audio Recording 
F Sound Track(s):  1   2   3   4   5 
F Sound Effects 
F Microphone(s):   1   2   3   4   5 
F Keyboard (Fellowship Hall Only) 

F Other: ____________________________________ 

F

F

F

F

F

F

Announcement Needs (All events will appear in the bulletin 4

F PowerPoint™ Slide F E-Mail 

Other:  Duratio

Month                     Day                       Year 

Specific Room Needed 
CHRISTIANLIFECENTER 
p e t e r s b u r g  

Side 1 of 2 C
om

pl
et

ed
 w

or
ks

he
et

s a
re

 k
ep

t o
n 

fil
e 

in
 th

e 
ch

ur
ch

 o
ff

ic
e.

 If
 n

ec
es

sa
ry

 p
le

as
e 

m
ak

e 
a 

co
py

 o
f t

he
 c

om
pl

et
ed

 w
or

ks
he

et
 fo

r y
ou

r p
er

so
na

l r
ec

or
ds

. I
f y

ou
 h

av
e 

qu
es

tio
ns

 re
ga

rd
in

g 
th

is
 w

or
ks

he
et

 p
le

as
e 

co
nt

ac
t y

ou
r d

ep
ar

tm
en

t l
ea

itted 60 days prior to the event) 

e Phone #: (                )                    - 

SUN    MON    TUE    WED    THU    FRI    SAT 

SUN    MON    TUE    WED    THU    FRI    SAT 

ated Attendance:  

n F Foyer F Batismal 

F  Other:  

s needed) 

isual Aids:  (Sanctuary Only) 

 Event/Sermon Slide 
 Song Lyrics 
 Scripture Texts 
 DVD/Video Clip(s) 
 PowerPoint™ Presentation 
 Video Recording 

 weeks prior to the event in the “Upcoming Events” section) 

F Youth Events F Singles Events 

n: /                   -                    / 
Month                        Day Month                        Day 
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Announcement Text (Please write you announcement the way you would like it to appear) 

 

 

 

 

 

Event Task List (Use this space to assign task priority, due date, description and an individual responsible) 

P Due Date Task Description Individual Responsible 

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

           /            /   

Notes 
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