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New Hope Las Vegas Christian Fellowship
Impact Productions & Media Ministry Audio Video Request Form
Please email the completed form to: austin@newhopelasvegas.com, seth@newhopelasvegas.com
Minimum of (4) weeks before the scheduled event.
Please check off type of request: 
Performance Request ( 
Sanctuary Event (   Both (
Date of Submission: 



   

Responsible Person: 

Phone: 







Email:

Ministry Making Request:      




Performance/Event Title:   






Information (Purpose):


Date & Time of Performance/Event:
PERFORMANCES:

( Sunday Service: 8am, 10am, 12pm      ( Wednesday Service: 7pm        ( BOTH

( Beginning of Service   ( Mid- Service  ( End-Service ( Start & End     ( OTHER:____________________
NOTE: For church service specials, the length of the entire video needs to be no longer than 6 minutes.  The length of the entire special will be 10 minutes max.

Length of Performance/Event:
* Please note, prior to rehearsal run through or event date(s), ministry representative should meet with the AV Team to provide detailed information of AV needs. AV Team meets weekly on Tuesdays at 630 PM in the upstairs AV Room. Please email NHLV_AV_DIRECTOR to schedule meeting dates.

Audio Visual Services Needed For Event: Please complete required information below.
Sound Team Needed for Event?
Yes (    No ((
     Microphone Needed in Lobby For Event?  Yes (    No ((
Music Needed For Event?     
Yes (    No ((         Musical Instruments Used? Yes (    No ((   Provide Details Below:
Music to be Provided to AV? 
Yes (    No (( 
AV to Download Music? 
     
Yes (    No (( If yes, please provide link(s) below to confirm version of music to be used.
Music Link: 
Video Team Needed?     
Yes (   No ((
Providing own slides/graphics/video? Yes (    No (
If yes please submit graphic with this form.

Graphics/ Video Editing Needed From AV Team?  Yes (  No ((* If no, please attach your own graphic for this event and include in submission of this form. If yes please provide details from graphic team: 



Video Needed to Promote Event?       Yes (  No ((
* Complete the Video Announcements form. Provide 3-4 weeks for Video Production Team to create a video your event, depending on the availability of the Impact Media Video Team.  We will require a representative from your ministry to work with the Video Team in producing and directing the video filming and editing process. Email Team Leader at nhlvvideoproduction@aol.com for more info.
Video Link:

Graphics Being Used At the Event?  Yes (  No (((Please attach any graphic files with submission of this form)
Video Being Used At the Event?       Yes (  No (( (Please provide MP3s, CDs or physical videos copies on 1st soft rehearsal date that has been confirmed with Production Team.) 
Photos Uploaded on Memory Stick Yes (  No (
Video Editing?  Yes (   No ( If yes, please specify: 

Camera Team Needed?

   Yes (
No ((
Recording Event?  

   Yes (
No ( *If yes please specify below what AV is to do with the content
Will Video be Needed for Website? Yes (
No ( *If yes, please coordinate with Pre-Production Team.
Notes in camera feed? 

   Yes (
No ( Provide Record/Formatting details: 

  
Lighting Team needed?


Yes (    No ((
Basic Stage Wash (Sermon Lighting)
Yes (    No ((
Special Lighting?



Yes (    No ((
For special lighting, please specify your color scheme and lighting scene you invision for performance or event. Please consult with AV Director prior to 1st (soft) rehearsal date. 


  Stage Management Needed?

Yes (    No ((
  Specify details of stage management needs below:


Special Backdrops, Sets Needed?

Yes (    No ((
If yes, please provide details: 
If yes, who will provide these items to AV and Stage Management to coordinate? 
Prompts and special backdrops are to be the responsibility of the ministry submitting this request. Set changes that are not a part of seasonal changes preschedule with major church events will be the responsibility of the ministry making the request. Production team will only assist and direct based upon stage requirements and safety precautions. Install and break down is at the responsibility of the ministry making the request.   
Do you have a Timeline or Schedule of Performances or Events? Yes (    No ((
If no, please prepare one and submit with this form. Please be specific with times, lighting and graphic changes and audio needs. See example below.   

Rehearsal Request Date(s) and Time(s): Based upon volunteer availability:


Note: Rehearsal dates needs to be pure stage time. AV Programming will be limited to 1st (Soft) rehearsal dates. Wednesday rehearsals will be capped to 1 hour. Sunday rehearsals will be capped to 2 hours. 

Equipment Needs

Microphone:         ( Yes   ( No - If Yes how many 

LAV Microphone: ( Yes   (No – If Yes how many 


Props Needed:     ( Yes   (No –
Provide detailed description of Music, Graphics, Video and Lighting below. The more details received will assist the AV Team in planning for your event or performance. Provide script for drama performances and schematic of lineup of performers on stage.

For events that include registration, provide the following: Theme of event, location, registration cost and deadlines to pay, early bird special, website link to register, age of attendees (children/youth), offering childcare, potluck, contact person’s phone & email address and sign-up sheets.  Please indicate the information below and what you want noted on the performance or event.  Attach a copy of the event flyer, any or all graphics, links, etc. 
   Detailed Event Information:    





 
  


   Reviewed By:                                                                              

Date: 
Sample Time Line

06:30 AM – Sound Check and Pre-Event Run Through

07:30 AM – Doors Open

08:00 AM – Event to Start (Open with Welcome and Praise/Worship). 

08:20 AM – Video or Announcements to be played

08:25 AM – Stage Sets/Props to be in placed by Stage Management

08:30 AM – 1St Special: Music/Lighting and Graphic specifics provided to AV

08:40 AM – Stage Sets/Props to be removed by Stage Management

08:45 AM – Message or Sermon to Begin (Sermon or Message Props to be on stage)
09:15 AM – Message or Sermon to End (Closing Worship Song) 
09:30 AM – Dismissal of congregation or event attendees.
09:45 AM – AV to Edit Video and Prep for Upload

10:00 AM - AV to Shutdown Equipment/ Event Completion. 

