[bookmark: _GoBack]UNITY RENAISSANCE EVENT CHECK LIST
Event: (activity sheet must be submitted and attached)
· Bake sale
· Baptism
· Concert
· Festival
· Luncheon/dinner
· Meeting
· Retirement
· Workshop 
· Other:  ____________________________________________________________________
	
Date:  ___________________________________________________________________________

Name and contact information of musician/guest speaker/representative/family member:
 ________________________________________________________________________________

Time frame: ______________________________________________________________________

Room requirement:  _______________________________________________________________

Contact Person if other than listed above: _____________________________________________
                             		                   Name, phone number and email
Supplies to be provided by Unity Renaissance:
· Tables (number and size) _____________________________________________________
· Table cloth
· Easel with or without pad
· Catering (Contact Judy Hackmann at 757-580-3304)
· Power Point
· Sound/lighting/music at $35/hr
· Child care at $12 per/hr
Advertising: (at discretion of Minister)
· Website
· Bulletin
· E-blast
· Other ___________________________________________________________________
	
Charge:
· Tickets/price: _____________________________________________________________

· Love offering (Percentage of split with church) __________________________________

· Who is responsible for collecting love offering and placing in the safe _______________

· Who is responsible for asking Chris Robson to write any checks necessary ___________

Product Sales:
· Product pricing ____________
· Product for sale ____________ (book, CD, t-shirt) 
· Book signing only
· Personal credit card reader
· Sale of product at sales table or through the book store
· Personal assistant ___________________________________________________________
                                  Name and contact information
· Unity Renaissance volunteer ___________________________________________________
· Supplies needed: cash box, change 

Who opens and closes the church:  ____________________________________________________
Accommodations:
· Host family ________________________________________________________________
                       Name and contact information

· Hotel _____________________________________________________________________
                          Name and address

ADDITONAL NOTES:
	Marcia Austin will be Unity Renaissance volunteer for guest speakers and musicians on a selected basis.  Need one additional volunteer to assist Marcia Austin. Put aside a meal for the guest and ask about dietary needs if a luncheon is provided.  Black fine point sharpies to be supplied.  Judy Hackmann will coordinate with appropriate individual to ensure an efficient event.  
