






 
 

 
 

Verbal Announcement Request Form 

Verbal Requests must be in the file by Thursday at 5:00pm one week before the weekend you would like them 
to be announced.  Additionally, please request verbal announcements in the promotions tracking form (Excel 

spreadsheet) as far in advance as possible – at least two weeks! 

Sample of how to fill out the Verbal Announcement Request Form 

 
  

Event or Program Title   
Announce the weekend of (date)   
From (name and extension)   
Ministry   
Target Audience   
Main Point   

Date(s) of event   
Time(s)   
Location (Room number if known)   
How to Participate/Register: -
Available at Ticket Central? -Online 
website address?  

 

For more information, contact: -
Must have email and phone  

 

Name of Booth in Lobby   

 
  

Event or Program Title  MU Lunch and Learn  

Event or Program Title  MU Lunch and Learn  
Announce the weekend of (date)  11/29-30  
From (name and extension)  Celia, x2977  
Ministry  McLean U  
Target Audience  All adults, students  
Main Point  Lunch and learn is a monthly forum for Apologetics topics.  Join us this 

Sunday for speaker Tom Woodward, author of "Doubts About Darwin," 
Christianity Today's "Book of the Year" in 2004.  He will equip you to 
answer difficult questions about creation and evolution so that you may 
share your faith more effectively.  

Date(s) of event  November 30  
Time(s)  12:00pm  
Location (Room number if known)  Community Room C  
How to Participate/Register: -
Available at Ticket Central? -Online 
website address?  

Walk-ins welcome on a space available basis Pre-register online 
(www.mcleanbible.org/mcleanuniversity) Or at Ticket Central. Pizza lunch is 
$3.  

For more information, contact: -
Must have email and phone  

Celia Spurzem, celia.spurzem@mcleanbible.org, 703/770-2977  

Name of Booth in Lobby  McLean University  
 



 
 

 

Walkin Request Form 

Verbal Requests must be in the file by Thursday at 5:00pm one week before the weekend you would like them 
to be announced.  Additionally, please request verbal announcements in the tracking form (Excel spreadsheet) as 

far in advance as possible – at least two weeks!  
  

Event or Program Title   
Announce the weekend of (date) 
through (date)  

 

From (name and extension)   
Ministry   
Target Audience   
Main Point   

Date(s) of event   
Time(s)   
Location (Room number if known)   
How to Participate/Register: -
Available at Ticket Central? -Online 
website address?  

 

For more information, contact: -
Must have email and phone  
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Copy Center Form 





Today’s Date:

Due Date:                           Due Time:

Ministry Name:

Project Name:

Cost Code:

Customer Name:

Contact Phone: 

Email Address:

BLACK & WHITE COPIES:

Paper Color:      Duplex:       

Paper Weight:      Staple:

Paper Size:      Collate:

File Location:

File Names: 

CUTTING:

Number of Sheets: 

Yield:

Finished Size:

OVERSIZE COLOR PRINTING:

Media:       

Finished Size:      

Laminate:

Grommets:

Hardware:

BINDING:

Binding Type:       

Spine Color:      

Front Cover:

Back Cover:

Special Instructions:

COLOR COPIES:

Paper Color:      Duplex:       

Paper Weight:      Staple:

Paper Size:      Collate:

FOLDING:

Number of Sheets: 

Type of Fold:

Sample Provided:

RISOGRAPH:

Cylinder Color: 

Paper Stock:

MOUNTING:

Image Size: 

Finished Size:

SPECIAL INSTRUCTIONS - USE BACK OF ENVELOPE

Copy Center Order Form



TYPESETTING / PREFLIGHT INSTRUCTIONS:

File Format:

Are graphics provided?

Are graphics at printable resolution?

Are fonts provided?

SPECIAL INSTRUCTIONS:
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McLean Bible Church Cash Handling Guidelines 

 

1 | P a g e  
 

Simply put, ALL money being taking into the ministry and being paid out from the 

ministry must flow through the church’s Finance Department.    
 

~ Okay, so what does this mean? ~ 
 

1. When money is collected for registrations, or donations, etc, all of it must be turned into the finance department as 
soon as possible so that it can be deposited and recorded in a timely manner.   Please use a deposit envelope (see 
sample picture below) and fill out the information listed on the front in its entirety.  Drop the deposit envelope in the MBC 
safe, located in the 3rd floor telephone closet near the kitchen. 
 
 Please remember to include your name in the Completed by section, so that if there is a question regarding your deposit, 
we will know who to contact.  Your MBC ministry leader will provide you with the correct account code so that the money 
is applied correctly to your ministry. 
 

 
 
 
 
 
 
It is important to remember, that donations are only money received for the church, when the donor is receiving nothing in 
return.  For example, if you sell T-Shirts or charge to get into an event, this money collected is not considered donations  
(note that the sale of any products has sales tax implications, so please have your MBC ministry leader contact Finance if 
you are considering selling any products).   Please make separate deposits for money collected as donations, and money 
collected to pay for goods or services. 
 
Also, please note that contributions can only be accepted for the General Fund, Building Fund, Benevolence Fund or 
Designated Funds.  Please do not accept donations for your specific ministry unless your ministry leader confirms that 
your ministry has an established designated fund eligible to accept contributions. 
 
All online transactions (ex. event registrations, etc.) must go through Fellowship One.  Use of other websites to collect 
funds is prohibited.  Whether online or not, ministries should not enter into any agreements where MBC is receiving any 
type of a benefit through another organization where it could be seen that a ministry of MBC is promoting a certain 
business or is even giving the appearance that MBC may be promoting a business, an example would be signing up with 
organizations such as “iGive” that donate to an organization based on purchases at certain stores.  As a church we want 
to be very careful that we are not seen as promoting any particular product, service or businesses. 
 

2. When money needs to be disbursed to reimburse individuals for purchases, to pay vendors, etc, a disbursement 
request form must be completed and turned into finance.  The completed form, with proper approval and documentation, 
will authorize finance to issue a check from your ministry’s funds.  
 
Documentation for requests is original receipts or invoices, but sometimes additional information must be included.  Your 
MBC ministry leader will assist you in completing these forms correctly.   
 
It is important to know, that checks are only cut once a week, and distributed on Mondays.  In order for requests to be 
completed, they must be reviewed by your ministry leader and signed by the director of your ministry’s department.  Your 

ministry leader will be able to tell you when disbursement requests must be turned into them by in order to obtain the 
proper approval before submitting them to finance each week.   
 

Never collect cash for an event and reimburse an individual or vendor directly for purchases made for the event 

from the cash collected.  Individuals and vendors must be reimbursed by a McLean Bible Church check. 
 
Finally, please check with your MBC ministry leader about what is and is not reimbursable before making a purchase for 
the church. 

Deposit Envelope 
Date:__________ 

Cash:____________ 

Coins:___________ 

Checks: ___________ 

Total Amount:___________ 
Description:_______________________________________ 

Account Number:_______________________________________ 

Completed by: ______________________________________ 

MBC 
McLean Bible Church 
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Maryland and Virginia  

Tax-Exempt Forms 
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McLean Bible Church 

City Impact Ministry Event Liability Waiver Agreement 
 
 
 
     We at McLean Bible Church (“MBC”) are excited to have you participate in the City Impact Ministries here at MBC.  MBC 
seeks to provide a safe environment for everyone, and while we try to see that you and your guests experience a safe 
environment, we hope you understand, that no matter how careful our staff and volunteers are, accidents can occur.  So, we 
want you to know in advance that participation in any City Impact Ministry Event (“Event”) is not risk free.  We do not want to 
discourage you or reduce your enthusiasm to participate, but we do want you to know in advance what to expect, and to be 
informed of some of the possible risks.  Therefore, we ask that you carefully read and sign this form before participating in 
any Event. 

 
Agreement to Participate and Acknowledgement of Risk 
     Due to the nature of some Events, there are certain risks of which participants should be made aware.  While participating 
in certain Events participants could be injured in any of the following ways, including but not limited to: twisted ankles, 
jammed fingers, broken bones, cuts, scrapes, bruises, splinters and other wounds, which may or may not require medical 
attention such as stitches or sutures, head injuries such as a concussion, and death. This list is not an exclusive or 
exhaustive list of possible injuries, trauma or accidents that may occur while participating.   While many of these injuries are 
rare, and we pray you will encounter none of them, they could occur and you need to be aware of them. 
     I state that I have read the above regarding some of the possible risks of participating in an Event, and in consideration of 
my being permitted to participate in an event, I voluntarily assume and accept all the risks and take full responsibility for 
myself for bodily injury or fatality, and/or damage to and/or loss of personal property and any expenses incurred and/or 
suffered by me while participating in an Event and in connection with any transportation to and from an Event.   
 
Waiver, Release and Indemnification; 
     I have read the above statements and I agree to indemnify and hold harmless MBC, its agents, employees, 
representatives, and/or volunteers from all claims, demands, causes of action, damages, losses, injuries and expenses due 
to any cause sustained by me or property belonging to me, or for which I may be liable to any other person, arising out of or 
resulting from my participation in an Event. 
     I further agree, on behalf of myself, my family, my executors, and/or my heirs, to release, acquit, and covenant not to sue 
MBC, its agents, employees, representatives, and/or volunteers for all actions, causes of action, claims and/or damages in 
law and/or remedies in equity of whatever kind, due to any cause, except for the gross negligence or willful misconduct of 
MBC staff, volunteers, or agents.  If MBC is forced to defend any action, lawsuit or litigation by myself, my family, my 
executors, and/or my heirs, I agree, on behalf of myself, my family, my executors, and/or my heirs, to pay MBC’s costs and 
attorney fees if they successfully defend such an action, lawsuit or litigation.   
     I, of my own free will, for myself, my family, my executors, and/or my heirs, have read, understand, and acknowledge the 
risks and liability associated with all aspects of and surrounding an Event.  No other representations, statements, or 
inducements, oral or written, apart from the foregoing Agreement have been made.  
 
_____________________________________  _______________  _______________________________________

  
Participant Signature      Date     Participant’s name (printed)   
 
_______________________________ __________________________________ ________________________  
Address Street     City, State, Zip      Phone  
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Suggested books to read with the Core Team 
 
The Master Plan of Evangelism 
Robert E. Coleman, 2nd Edition, Abridged, Spire 
 
Divine Appointments 
Bob Jacks & Matthew R. Jacks with Pam Mellskog,  NavPress 
 
Like Your Neighbor? 
Stephen W. Sorenson, InterVarsity Press 
 
Small Acts of Grace 
Stories and Encouragement from Alice Gray, W Publishing Group/Thomas Nelson 
 
Just Walk Across the Room, Simple Steps Pointing People to Faith 
Bill Hybels, Zondervan 
 
Holy Discontent 
Bill Hybels, Zondervan 
 
Questioning Evangelism 
Engaging People’s Hearts the Way Jesus Did 
Randy Newman, Kregel Publications 
 
Corner Conversations 
Engaging Dialogues About God and Life 
Randy Newman, Kregel Publications 
 
The Reason for God 
Belief in an Age of Skepticism 
Timothy Keller, Dutton 
 
Get Uncomfortable 
Serve the Poor.  Stop Injustice. Change the World… In Jesus’ Name. 
Todd Phillips, Threads by LifeWay 
 
A Passion for Souls 
The life of D.L. Moody 
Lyle W. Dorsett, Moody Publishers 
 
The Courage to be Protestant 
Truth-lovers, Marketers, and Emergents in the Postmodern World 
David F. Wells, Wm. B. Eerdmans Publishing Co. 
 
Hudson Taylor 
Deep in the Heart of China 
Janet & Geoff Benge, YWAM Publishing 
 
George Muller 
The Guardian of Bristol’s Orphans 
Janet & Geoff Benge, YWAM Publishing 



Adoniram Judson 
Bound for Burma 
Janet & Geoff Benge, YWAM Publishing 
 
Amy Charmichael 
Rescuer of Precious Gems 
Janet & Geoff Benge, YWAM Publishing 
 
Giving the Ministry Away 
Rich Hurst, David C. Cook Publishers 
 
Go, Put Your Strengths to Work 
6 Powerful Steps to Achieve Outstanding Performance 
Marcus Buckingham, Free Pr 
 
Good to Great and the Social Sectors 
Why Business Thinking is Not the Answer 
Jim Collins, HarperCollins  
 
 




