Hosting Outside Events

Procedures for
Receiving and Evaluating Requests

Effective 1/23/07

When an outside event request comes the following procedures shall be followed:

1. Facilities Request completed by

a. _______________, or

b. Another ministry assistant from any ministry office

2. The facilities request should go to ____ who will check the calendar
3. If no conflicts for the request exist, ____ will place into a folder for preliminary consideration by the Board of Directors (BOD) (at this level, it does not require a sponsoring ministry).  If a conflict exists with the requested facility, the request is automatically not approved and the requestor should be notified.  The BOD should only be asked to review a request for hosting an outside event when the requested space is available.
4. The (BOD) will review the preliminary request and make a preliminary decision on hosting the event, sponsored or not.

5. If the request is denied, the facilities request is disposed and Gail notifies requestor.

6. If the request is preliminarily approved, then a sponsor should be sought.

7. If a sponsor cannot be found, the BOD will subsequently decide on hosting the event a second time without a sponsor.

8. Should the BOD accept the event as an outside event with no ministry sponsor, the admin team will have to facilitate arrangements with the outside organization.  However, in all cases I will ask the BOD not to commit the church to an un-sponsored outside event, if possible.
