
Audio/Tape/Visual (A/T/V) Ministry Request Form

	Instructions:

	· Requestor must complete sections 1 – 4 of the Audio/Tape/Visual Ministry request form. 

	· Ministry Leader requesting the project must sign and date the request.

	· Forward completed form to the A/T/V Ministry mailbox.

	· Upon receipt, of the request form the A/T/V Ministry leader will contact the requestor for any additional information needed. Once the details have been confirmed the A/T/V Ministry leader will inform you of a completion date.  (Please allow a minimum of 10 business days from the date of contact for the date of completion for each project).


	· Include in the Event Information section if future copies will be available for purchase through the Audio/Visual/Tape Ministry.  If not, it will be the responsibility of the requestor to archive and reproduce future copy requests. 


One project per form please.

	1. Contact Information

	Name 

     
	Today’s Date

     

	Ministry Name

     
	Telephone Number

     

	2.  Event Information

	Name/Title

     
	Event Date

     

	Time  

     
	 FORMCHECKBOX 
 AM

 FORMCHECKBOX 
 PM
	Number of Copies 

     
	Additional copies may be purchased through the Audio/Tape/Visual Ministry.  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

	3.  Type of Work/Description

	To expedite completion of your request, please provide us specific/detailed information.

	 FORMCHECKBOX 
 Audio 
	 FORMCHECKBOX 
 Tape (Duplication)
	 FORMCHECKBOX 
 Visual (Sanctuary only)* 

	 FORMCHECKBOX 
 Other (Be specific)

	Special Instructions (i.e. vocal, instrumental etc.)
     


	Special Set-Up Required   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  (If yes, please provide detailed information in the space provided below)



	4.  Authorized Signature



	This Audio/Tape/Visual Ministry Request Form will not be processed without the authorized signature of the requesting ministry leader.

	
	
	
	
	

	PRINT NAME
	
	SIGNATURE
	
	DATE
	


	5...  


	Audio/Tape/Visual Ministry Use Only

	Date received:      

	A/T/V Ministry member assigned to project:      


	Document information obtained during the fact finding process below.



	Time:
	Date:
	Agreed upon completion date:

	Comments:



	Authorized Signature (Audio/Tape/Visual Ministry Leader Only):

	Authorization of the project must be obtained from the Audio/ Tape/Visual Ministry Leader prior to the start of the project.

	

	PRINT NAME*
	
	SIGNATURE
	
	DATE
	


* The visual ministry does not create PowerPoint presentation.  If you are requesting visual equipment, please check other and list the type of visual equipment needed in the area titled special instruction. 


