UCOP Communication’s Request Form

For Church-wide Events / Classes / Activities Affinity Group Meetings / Events
	This form is due 4 weeks before promotion period.  Please submit a separate form for each event/activity/topic. 
	Today’s Date      

	
	Revised Date       

	Department or Affinity Group Name      
	Your Name      

	Your Email      
	Your Phone #      

	Event, Activity or Class Name      

	Event Date      

	Instructor / Facilitator Name      
Event Contact Phone Number 
	Location       

(submit separate room request through staff liaison)

	 FORMCHECKBOX 
  Submitting Facilitator photo (submit as jpeg or tiff file)          FORMCHECKBOX 
  Submitting other image (submit as jpeg or tiff file)  

	 FORMCHECKBOX 
  Meets one time    


	 FORMCHECKBOX 
  Meets monthly on (day)      
	Start Time      
End Time      

	
	 FORMCHECKBOX 
  Meets weekly on (day)      
	

	 FORMCHECKBOX 
  Other meeting frequency       
	

	Please check ALL communication types requested

	Type of Communication
	Requested Dates

	 FORMCHECKBOX 
   Bulletin 
	Dates:  From          To       

	 FORMCHECKBOX 
   Platform Announcement
	Dates       

	 FORMCHECKBOX 
   Sunday Screens - Pre-Service Loop/Magnetic Board in Lobby 
	Dates:  From          To       

	 FORMCHECKBOX 
   2 minute Share on Platform
	Date:            or      

	 FORMCHECKBOX 
   e-News
	Dates From       To       

	 FORMCHECKBOX 
   Website
	Dates From       To       

	 FORMCHECKBOX 
   Facebook (for FB Event only, feel free to post invite/comments yourself)
	Dates From       To       

	 FORMCHECKBOX 
   Table in Lobby (includes easel)
	Dates:  From          To       

	 FORMCHECKBOX 
   Table in Harmony Hall (includes easel)
	Dates:  From          To       

	 FORMCHECKBOX 
   Signage for requested tables above
	Dates From       To       

	Notes about signage:      

	Additional Communications Notes:      

	Call for Volunteers: 

	Type of volunteer(s) needed:      

	Date(s) needed, if different from event date(s):      
	Number of volunteers needed:      

	Additional Volunteer Notes:      

	Event / Activity Description - Include highlights of activity / class / event and the benefits a person will experience if they participate or attend. Please include the name and contact information to be included in the communication.  Submission subject to length and content edits.       


