
Jarrettown United Methodist Church 

 
Event Check List for Church Members 

 
 
Event Name:____________________________________________ 
 
Date:___________________ Time:______________________ 
 
Purpose for this Event:_______________________________ 
 
 
 
__________________________________________________________ 
 
Contact Person:_______________________________________ 
 
Phone Number:________________________ 
  
Email:__________________________________ 
 
 
The attached checklist is for you to fill out and 
keep.  The list will inform you of who you should 
contact for: 

• Advertising 
• Childcare 
• Refreshments 
• Equipment 
 

As the contact person, you are responsible for 
this event, which includes all the sections of the 
checklist. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Guidelines 
 

Responsible Party must… 
1. Unlock doors 
2. Return the room to the way it was 

found 
3. Turn off all lights (bathroom, 

hallway…) 
4. Lock doors  

 
Advertising 

 
____ Footprints Article (Due by the 7th of  
 each month) 
 
____ Bulletin (Brief article due by Wednesday  

/ all special inserts will appear for 
two weeks maximum in the bulletin) 

 
____ Posters (hang up in the Friendship  
 Center and Fellowship Hall 
 
____ Narthex Monitor (Forward information 
to Liz Castetter: ehustadesign@yahoo.com) 
 
____ Church Website (Submit information to 
Ron Smith: av8r_boy@hotmail.com) 
 
____ ACTS email 2x’s/ month for church wide 

events (submit to Wendy Hamilton: 
wa.hamiliton@comcast.net) 

 
____ Newspaper Ad (information to Sherrie 
Irwin (3) weeks before it must appear) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

Equipment Needed 
(Inform the Church Office) 

 
____  VCR/DVD 
____  TV 
____  Projector  
____  Screen 
____  Audio (microphones #____ / speakers) 
____  Easel 
____  Need for Sound person (Contact Will 
 Heppenstall,  215-885-8998) 
____  Movie License required 
 

Child Care 
 
Nursery Care (Up to Age 5) 
 
____ Yes (Contact the following Team) 
 [Two people are necessary] 
          Adults:        Youth: 
          TBD         TBD 
 
____ No (Advertise that there will be no  
 nursery Care provided) 
 
Children’s Programming (Elem. Age) 
 
____ Yes (Contact the following Team) 
 [Two people are necessary] 
          Adults:        Youth: 
          TBD          TBD 
 
____ No (Advertise that there will be no  
 Children’s Programming provided) 
 

Refreshments 
 
____ Food / Beverage 
 
____ Use of Kitchen (Contact Bette Derr if  
 you need supplies) 

Room(s) Needed 
(Inform the Church office) 

 
  ____ Friendship Center 
  ____ Bible Resource Room 
  ____ Sanctuary 
  ____ Children’s Rooms 
  ____ Fellowship Hall 
  ____ Library 
  ____ 5th & 6th Grade room 
  ____ ARK 

Room setup 
(to be completed by responsible party or by 

custodian upon request) 
 

____ Chairs (#_____) 
 
____ Round Tables in Friendship Center 
 (#____ of tables) 
 
____ Long Tables (#____) 
 
____ Diagram (If Custodian is to set up) 


