City of Refuge

Standard and Special Program Events Policy & Procedure

The City of Refuge (COR) has designed a procedure for ensuring that regular and special program events conducted in the church and the surrounding grounds have met the criteria and standards set for a proficient and secure affair.  Standard program events are activities that are not regularly scheduled meetings but align with the mission and goals of the church and ministry.  These program events are typically focused on a particular group, do not require church wide participation, and are not exceedingly taxing financially.  These events do not typically exceed $2000.   Special program events are activities that are in line with the mission and goals of the church and ministry.  These events may focus on a particular group or the entire church, requires church wide participation, and may require a large monetary contribution.  These events typically exceed $2000.  

Program Event Requests

Standard and special program events require an activity request form to be completed and submitted.  For standard program events, activity request forms should be submitted at least 6 weeks (45 days) prior to the event.  For special program events, request forms must be submitted at least 6 months prior to the event.  The Ecclesia Team reviews requests for purpose, calendar availability, financial involvement and space allocation; the Ecclesia Team or Director may request a meeting with the Auxiliary Director to get more information or request adjustments to the original request.  Upon determination, the business office will send notification to the Auxiliary/Ministry Director.

Event Development and Inventory

After confirmation of the standard event, the Ecclesia Administrative Assistant will notify all participating staff of event needs (i.e. maintenance, transportation, audio, etc.).  After confirmation of special events, the Auxiliary/Committee Director must request a meeting with the Operations Manager to review event operational service needs. This includes the following:

· Greeters Ministry, Music Ministry, Audio/Video, Maintenance and Parking/Security, Public and Media Relations

· Other areas of review by the Operations Manager may include: Size of space or building, Setup, Portable toilets, Parking, Vendor Coordination, Transportation, Clean up, Security. 

After meeting with Operations Manager, the Auxiliary/Committee Director must submit the proper forms to the Ecclesia Administrative Assistant for space requests, lobby table requests, announcement requests, etc.

Pre-Event Service Notification

The Operations Manager will record an event checklist for operational needs of the event.  The Operations Manager generates an event notification service form to each participating department approximately 3-4 weeks prior to the scheduled event.  This form notifies departments of special events, its date and specific details of the department’s requested services.  One (1) month and one (1) week prior to the event, the Operations Manager and Auxiliary/Ministry Leader will meet to review event checklist and finalize the run of the event. 

Summary for Event Requests

· For all standard events, activity request forms and supplemental materials must be submitted to the Ecclesia Office at least 6 weeks prior to the event. 

· For special events, activity request forms and supplemental materials must be submitted to the Ecclesia Office at least 6 months prior to the event. 

· Upon determination, the Ecclesia Office will send notification to the Auxiliary/Ministry Director. 

· After confirmation of the standard event, the Ecclesia Administrative Assistant will notify all participating parties of event needs. 

· After confirmation of the special event, the Auxiliary/Committee Director should request a meeting with the Operations Manager to review event needs at least 5 months prior to event.  After meeting with the Operations Manager, the Auxiliary/Ministry Director must submit all necessary forms to the Ecclesia Administrative Assistant requesting lobby table space, announcements, rooms, etc. by the specified deadline for each form. 

·  For special events, the Operations Manager will generate an event notification service form to each participating department approximately 3-4 weeks prior to the scheduled event. 

· One (1) month and one (1) week prior to the Special Event, the Auxiliary/Ministry Leader and Operations Manager will meet to review event checklist and finalize the run of the event.
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Program Event Forms and Deadlines

	Form
	Purpose
	Submission Deadline
	Notes 

	Activity Request Form
	Used to request all activities, meetings and special events affiliated with the City of Refuge church.  These events may be on or off of COR properties.
	45 days prior to Standard Events

6 months in advance for Special Events
	If money will be requested for this event at any time, a detailed budget must be submitted before the activity is approved.  

	Announcement Form
	Used to submit announcements into the bulletin and City News.
	11:00 am on the Monday before the Wednesday and Sunday the announcements are to be made.
	Write the announcement exactly how you would like for it to be read and/or written.

Maximum run time is 2 weeks, unless an extension is approved.



	Lobby Table Request Form
	Used to request tables in the lobby.  
	2 weeks prior to the dates requested. 
	Use of the lobby table must be pre-approved and is based, in large part, on whether your event has been approved. 



	Maintenance Request Form
	Used for all maintenance requests, including repairs, set-up and clean-up of tables and chairs, microphones requests, etc.  
	2 weeks prior to the date of the event
	Be sure to put the name of the event on the form

	Check Request Form
	Used to request funding for a pre-approved event item. 
	Monday at 5:00p.  The check will be ready on the Thursday of the following week.
	When receiving a pre-approved reimbursement, please be sure to attach the receipt to the check request form. 



	Copy Request Form
	Used to request copies for a pre-approved ministry related event. 
	At least 5 days prior to the event.
	Maximum color copies – 200

Maximum black and white copies – 500

	Ministry  Email and Voicemail Request Form
	Used to request email addresses and voicemails connecting you to the City of Refuge. 
	Allow 2 weeks to process. 
	City of Refuge reserves the right to check these email accounts and voicemails for usage and content at their discretion. 




Additional Program Guidelines

All advertisement/letters must be submitted to the Ecclesia Office for approval PRIOR to distribution. 

Events ticketed for money must:

1.  Complete a Financial Report Slip

2. Forward the report slip and money to a Deacon or Finance Department

3. Be accompanied by COR Security for deposit to Finance Department.  

Post-Event Guidelines 

· Take time to evaluate your event immediately, while the details are fresh.  The Operations Manager will contact you to set up a debriefing meeting.

· Set appointment with COR Financial Manager to review final program finance report. 

· Meet with Auxiliary/Committee to celebrate your successes, thank all those who contributed and give God the glory.

