
BASIC EVENT DETAILS

Event Name: ______________________________
Event Date(s): _____________________________
Event Time: ___________ to ___________am/pm
Description: ___________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Core Value of Event:          Know God          Find Freedom           Discover Purpose          Make Waves

Location:   LAF   WL    ESP    ATT    ONLINE 

Recurring Dates: __________________________
Excluded Dates: ___________________________
Budget:         In Budget               Not in Budget

Default Setup
_____ 6ft w/ ____ chairs/ea
_____ 8ft w/ ____ chairs/ea.
_____ round w/ ____ chairs/ea.
_____ extra trash cans
black table cloths 

____ handheld mics
Passport/Portable audio
Video/screen
sound/tech person from 
______  to ______am/pm
Other________________

Address: _____________________________________
Travel Time: ______ to ______ AM/PM

Bus (32) - CDL req.                    Personal Vehicle(s)                
Short Bus (16) - CDL rec.
Driver(s):______________________________
Driver app(s) on file: YES / NO  

Auditorium                      
Lobby
Loft
Conference Rm
LG Room #s ______________________

Activity Request Form

Original Request Revised Request

For use by RCC Staff & Ministry Leaders

Owner/Admin:_____________________________

Department: ______________________________ 

SETUP

OFF SITE ACTIVITY

*Do not advertise details before approval. Childcare must be arranged by event owner.

**Clean-up, tear-down, and trash removal are the responsibility of the event owner. 

***Driver app still needed for personal vehicle

ROOM REQUEST

Today’s Date: ____/____/____

Phone #:_________________________________

Email: ___________________________________

ARF TEAM USE ONLY

Communication Tier: _________________

_____Entered in CCB

_____Added to Excel

          

Set up/Tear down:  _______ to _______ am/pm

Fellowship Hall
Kitchen (FH)
Gym
Kitchen (gym)

Details: (Include diagram if applicable)
EQUIPMENT

Theater
Arcade
Nursery/Pre-K Room #s ________________________
Kids’ Min Room #s  ____________________________
Other: _______________________________________

Version 9, updated 04/14/25

(i.e. Date/Room Change, Revision from Calendar Planning Mtg)



 
*RCC Location: Lafayette RCWL Attica Español
Select all that apply.

If checked, do you
have Spanish

rescources available?

Yes

No

*Where would you like this promoted?
 Selections are not guaranteed.

Events
Page

Social
Media 

Monthly
Email

Other: ______________________________________ Stall Talks Preservice
Slides

Stage
Announcements

EVENT COMMUNICATIONS

Cost: $ __________________

*How will people register for this event?

Other details to be promoted: _______________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
 

*Date to start Promo:  ___/___/___

 

 _______________________________________

____________________________________________________________________________________
 Any online registrations should be created by the operations department. Email hfranklin@rivercity.info to set this up.

The more info you provide, the better we will be able to communicate about your event.

*Who is your target audience? __________________________________________________
Department, Ages, Gender, etc.

QR code, tables in lobby, online, etc.

River City Church utilizes a tier system for prioritizing event communication. Several criteria make up
the tier system including the number of people your event applies to, the timing of your event, other

prioritized event communications, etc. Additionally, RCC considers broader ministry goals and values to
ensure our communication aligns with church-wide initiatives. Essentially, this system helps us manage

our resources (time, platforms, etc.) effectively and ensure the most important events receive
appropriate attention.

YOU always have free reign to post about your event in our
River City Church group on Facebook! 

Please Note:  ALL event promotions require 6 weeks lead time from the date this form is submitted.

I DO NOT NEED ANY COMMUNICATION FOR MY EVENT.
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