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Levites Request 
(Requestor) 

 
Audio & Visual 

Request  
(Requestor) 

 

NHHK Ministry 
Facility Setup 

Request 
(Requestor) 

 

Event Planning 
Guide 

(Requestor) 

 
Consult with 
Area Pastor 
(Requestor) 

 

 

Return to 
Requestor 

(Area Pastor) 

Update Church 
Calendar 
(Admin) 

Document 
Reason 

(Area Pastor) 

On-line 
Registration 
Required? 

Follow-up 

Safety Ministry 
Assistance 
Required? 

Set-up  
Required? 

Keynote 
Speaker? 

Technology Assistance 
Required? 

(Sound/Lighting/ 
Multimedia 

Presentation) 

Promotion 
Required? 

Facility / 
Permit 

Required? 

Promo Video 
Assistance 

Featured on 
Social Media 

Special Table on 
Sunday 

Bulletin / 
Newsletter / 

Sunday 
Announcement 

Submit Artwork 
(Requestor) 

Other Location / 
Permit - 

Contact Pastor 
Carl 

Kaiser HS - 
Contact Pastor 

Carl 

 
Video Request 

(Requestor) 

 

On-line 
Registration 

Request 
(Requestor) 

 

Announcement & 
Ministry Table 

Request 
(Requestor) 

 
Authorization 
for Payment 
(Requestor) 

 
 

Expense Re-
imbursement? 

Approved? 
(Area Pastor) 

90 days prior to event 

14 days prior to Sunday Announcement 
30 days prior to o/l registration or event 

30 days prior to event 
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Consult with 
Area Pastor 
(Requestor) 

 

 
30 days prior to event 

30 days prior to event 30 days prior to event 

30 days prior to event 30 days prior to o/l registration 

 
Post-Event 
Evaluation 

(Requestor) 

 
 

30 days after event 

 
 
 
 
 
 
 
 
 
 
  

30 days prior to event 


