6“,‘., New
HAWAII KAI

( )

Event Planning
Guide
(Requestor)

90 days prior to event

—>

Event Request Process

N Document
ﬁ\' Reason

(Area Pastor)

Approved?
(Area Pastor)

L J
N v
Update Church Return to
Calendar Requestor
(Admin) (Area Pastor)

—

Authorization
for Payment
(Requestor)

. NHHK Ministry . Other Location
Facility / \ Facility Setup OR Kaiser HS - OR Permit /
Permit Request —>  Contact Pastor  |— Contact Past
Required? Ian_umer\ Carl ontact Fastor
30 days prior to.event 30 days prior to event Carl
( )
v Bulletin /
Promotion Submit Artwork Newsletter / | Special Table on Featured on Promo Video
Required? (Requestor) Sunday Sunday Social Media Assistance
Announcement
. J
Y :Iﬁ Y \l/
Y Y
Announcement & oni Video R ¢
Ministry Table < n-line ideo Reques
Request Registration (Requestor)
(Requestor) R ired? 304 . | registrabi
14 days prior to Sunday-Announcement equiredr ays prior to o/l registration or event
RV
! On-line
Tecr‘";ffxi:::tance Y Audio & Visual Registration
ot Request Request
Sound/Lighti —>
( Ol\ljl:lt/in:gedilang/ (Requestor) (Requestor)
Presentation) 30 days prior to event: 30 days prior to o/lregistration
Set-up Y Levites Request
Required? —> (Requestor)
equired: 30 days prior to event
( R
Safety Ministry v Consult with
Assistance (pf{r:auF:aiiB?';
Required? q )
30 days prior to event
( )
Kevnot v Consult with
eynote Area Pastor
Speaker? (Requestor)
30 days prior to event
L J
Post-Event
Follow-up —> Evaluation ) Expense Re-
(Requestor) imbursement?
30 days after event

Rev 040818



