[bookmark: _Hlk222831480][image: ]     Event Information Sheet
If you are holding an event at Grace this form must be completed in full and submitted to the Office mailto:office@GraceUnitedChurchBurlington.com
You are responsible for set up, take down and 
clean up for your event.

Basic Information:
Event Name:   _____________________________________
Sponsoring Group/Committee: ______________________
Date:  _______________________________
Time:    start  _______         end   _________
Location/space at Grace: ________________________________
Cost for event (if any):   _____________________________
If tickets are to be sold through Grace it will be through CanadaHelps, Sunday morning sales (cash, cheque or debit)
Organizer Contact:
Name: ____________________________
Phone number: _____________________
Email: _____________________________

Kitchen/Kitchenette use:

Will your group be requiring the use of the kitchen?

Yes     [image: ]   No      [image: ]    

Will your group be requiring the use of the kitchenette?

Yes      [image: ]   No    [image: ]      
 
Promotion Information:

Please remember all promotional material is created by the Communications team.  You will be shown the material for approval.

This event is:     for Grace only    [image: ]        a wider Community Event    [image: ]

Focus Group Demographics:

Age:
0-6   [image: ]    7 – 14          15 – 21          22 – 40   [image: ]      45 up   [image: ]
Gender:
Men    [image: ]   Women   [image: ]   Non-binary   [image: ]   Irrelevant   [image: ]
Groups:
Individuals   [image: ] 	Families   [image: ]

Poster needed?       Yes        No          
Posters will be displayed in many locations in the building.
Handouts needed?  Yes        No          If yes how many  ______
It will be your groups responsibility to distribute these
Is there information that must be on the handout?  Yes        No       
(If yes, please include handout information as an attachment.)
How Would you Like your Event Promoted? (Please note, we may not be able to accommodate all events in all methods): 
Grace-Line               Rolling Announcements          Verbal Announcements 
Electronic Sign        Social Media                              Grace website    
Community websites   
In order for your event to be promoted, please supply us with the following details as an attachment.
A description of your event -
- In 1 paragraph
- In 1 page 

If there are graphics or photos you would like used for promotional purposes, please attach them to the email. 
(Please note: .jpg and .png images work the best. As well, we will not be able to use images for which we do not have copyright permission.)

Additional info (if you are using the Worship Space): 
Do you need AV support for your event?        Yes        No         
Please indicate the services needed:
Sound  [image: ]  Video  [image: ]   Live Stream  [image: ]
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