
HIGHPOINT CHURCH 
ANNOUNCEMENT REQUEST FORM 

Please fill out the following information in its entirety and turn into the front office for approval.  

Name of Event/Function: ________________________________________________________________   

Requested by: ___________________________________________ Ministry: ______________________ 

Best Contact #: _________________________ Email: _________________________________________ 

Date & Time of Event: ___________________________________________________________________ 

This Event will be (please check one) ________ One time____Ongoing__Weekend (Fri.-Sat.) 

This Event will be (please check one)    

_____ Church-wide______ Life-Group _____ Other (Youth event, Gender-specific, 

Active Adult) 

Does this event already have a graphic? (Please check one) ________ YES ________ NO 

Will this event require a sign-up?  (Please check one) ________ YES ________ NO 

Is there a cost involved?  ________ YES ________ NO 

 

Advertising Venues:   

 

 Facebook,   E-Newsletter   Digital Signage  *Program & Video Announcements   **Save the Date Invite 

Cards 

Announcement text for Electronic Hotsheet (short and impacting description ‘Zinger’ in 30 words or less): 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

    

 

*DATES TO ADVERTISE: ______________  _______________*(no more than 3 Sundays)  

TURN IN THIS FORM TO TH 

*Program and video announcements will be for church wide / big events only 

**Must be approved by Lili Jacobson 

 

TURN IN THIS FORM TO THE CHURCH OFFICE 6 WEEKS BEFORE THE FIRST SUNDAY YOU WANT TO START 

ANNOUNCING THIS. 

 

QUESTIONS/CONCERNS - Please contact Lili Jacobson, Administrator. 

(772) 335-8874 ext. 11. ----- Lillian@highpoint.cc 

mailto:Lillian@highpoint.cc


Highpoint Church 
EVENT PLANNING FORM 

 

DEADLINE:  Event Planning Form for your event must be received with the announcement form  

 

Event Name: ______________________________  Event Date: ________________________________ 

Contact Person: __________________________ Best Contact Phone: _____________________________ 
 
Event Schedule: 

Set up Start Time: ______________   Event Start Time ____________ 
Event End Time:   ______________   Clean-up Time:  _____________ 

 
Finances: 
Name of the ministry that *expenses are to be charged to: __________________________________________________ 

Estimated # of Guests ____________  x Cost per Guest $ ______________ = Estimated Event Income $_____________ 

Estimated Event Income $ _________ - Estimated Event Expense $_________ =Estimated Event Profit $ ____________ 

 
Facility Reservation:  
 Café   Kitchen  Lobby  Worship Center  Kidz Cove   Loft 
 

 
Food / Drinks: 
 Food       Coffee  Drinks      Ice  Sugar      Sweet & Low      Cream      Stirrers 
 

 
Technical Support: 
 Camera   Projection         Sound   Special Lighting   Live Worship 
 

 
Set up & Clean up: After an activity, each one should do his/her part to get furniture moved back to its proper place, straighten 

chairs, pick up papers, etc.  Each ministry is responsible for cleaning up after themselves.  Careful measures should be taken to protect 
the walls, floor, etc.  Please get permission before putting things on the walls. 

 
Room Set Up Needed      Yes  No   Tables Needed (specify qty): ______ Round   _____ Oblong  
       

 Chairs  How many per table? ___________ 
 
PlasticTable Covers: 

  We are providing own  
 
  *Plastic Table covers (specify qty & color): ______ Round  _____ Oblong  Color: ____________ 
 

 
Other Supplies: 
Disposable (specify qty) : _____Bowls _____6” Plates _____9” Plates _____Cups _____Forks ____Knives 
       _____Spoons   _____Napkins 
 
Chaffing Pan (specify qty) _____Small Aluminum Pans _____Large Alum. Pans  ____ Sternos 
 
Other Supplies (be specific)_________________________________________________________________________ 
 
*Please note:  all expenses must be pre-approved by the Administrator.  Supplies such as plastic table covers, childcare, 
and supplies will be charged to your ministry. 

 
Completed forms must be submitted by DEADLINE to the church office by email to admin@highpoint.cc or, drop off in 
the Church Office, Attn:  Lili Jacobson or Fax to 772.335.0299 ATTN:  Lili Jacobson.

mailto:admin@highpoint.cc


 
 

Responsibilities after Building Use 
 

Please note that it is the responsibility of the group or individual using the facility to clean up and return the 
facility to normal setup after the approved event, meeting, or activity. 
 

1. Collect all garbage into bags and bring it out to the dumpster located in the back by the garage. 
 

2. Wipe of all tables.  If food or drink is involved, wipe all tables clean using a mild soap and water 
solution.  If stains occur, please notify the office so correct cleaning solutions can be used to remove 
stains. 

 
3. Return all tables, chairs, easel, and other equipment to their proper places after your event.  Return all 

rooms to their normal set up. 
 

4. If using the kitchen, please wash and dry all dishes used and return them to the correct cupboard.  
Take all extra food and beverage with you unless specific plans for usage have been made.  Wipe 
counters and leave kitchen clean and ready for the next use. 
 

5. Sweep floors and mop as needed.  Report any damage to equipment or property promptly to the office. 
 

6. Check all glass doors for finger and handprints.  Windex all glass doors as needed. 
 

7. Check and clean bathrooms.  Restock if necessary.  Extra supplies can be in the wicker baskets in both 
bathrooms. 
 

8. Remove any items put up on the walls or set out in connection with your event. 
 

9. If the building is not in use when finished, please check that all doors are locked, windows are closed, 
lights are off.  Then lock up. (Set the alarm if you are the last person leaving.) 
 

*Cleaning supplies are located in the kitchen, underneath the sink.  Broom, dustpan, mop and bucket are 
located in the custodian’s closet backstage.  When done, return all items to the rightful place.  Used 
washcloths and rags can be left in the kitchen under the sink.  They will be picked up and washed. 
 

 
KITCHEN ETIQUETTE 

 
1. Please return items to designated cabinets.  Cabinets are labeled for your convenience. 

 
2. Please take home all food and beverage items.  We have limited space to store these in our 

refrigerators. 
 

3. Clean up:  Please do all the dishes, put them away, wipe counter tops and stove, clean sink and 
sweep floor if needed.  Leave used dishcloths and towels under the sink.  They will be picked up 
and laundered.  Trash:  Collect garbage, tie bag when full, and bring it out to the dumpster located in 
the back by the garage.  Do not leave garbage outside the café doors. 

 
Thank you for your cooperation!  Help us with these guidelines.  This will allow us to better serve the needs 
of everyone who uses the facility.  If you have any questions, you can contact the Lili Jacobson at 
772.335.8874 ext 11 or email her at lillian@highpoint.cc 


