[image: ]In order to better assist you,                                        please complete the form below. 
Host Ministry Information 
Church/Organization Name
______________________________________________________
Office Phone (with Area Code) ________________________
Office Fax (with Area Code) ___________________________
Email ___________________________________________________________________
Website ________________________________________________________________
Physical Address ________________________________________________________
City _____________________ State ____________________  ZIP ________________
Country ________________________ 
Check if mailing address is same as host, otherwise please fill out the information below.
Mailing Address 
City _____________________ State ____________________  ZIP ________________
Country ________________________

Pastor's Name __________________________________________________________
Pastor's Assistant or Secretary ___________________________________________

Pastor's Cell Phone with Area Code ______________________________________ 
Pastor's Home Phone with Area Code ____________________________________ 
Event Coordinator's Name _______________________________________________
Event Coordinator's cell with Area Code __________________________________ 
Event Coordinator's Email _______________________________________________



Event Information 
Check if event address is same as host, otherwise please fill out the information below.
Event Location __________________________________________________________

Event Address 
City _____________________ State ____________________  ZIP ________________
Country ________________________ 
Nearest Private Airport 
_________________________________________________________________________
Approximate distance from airport to event 
__________________________________ Nearest Hotel distance _______________

Type of Service (Please Circle)
Conference    Retreat   Workshop  Other Event ___________________________
Type of advertising for the event 
_________________________________________________________________________
Date(s) of the event(s) 
_________________________________________ Time Zone ____________________

Other Event Speakers ___________________________________________________
Seating Capacity ________________________________________________________
Expected Attendance ____________________________________________________
Will the service/s be recorded? Yes ______    No ________

Any special event(s) following this event ___________________
Do you have a wireless hand-held microphone? Yes _____  No _______
How many attend your Sunday AM Service? _______________________________
How many attend your Sunday PM Service? _______________________________
How many attend your Mid-Week Service? ________________________________



General Information 
How did you hear about One Key Ministries? _________________________________________________________________________
_________________________________________________________________________

Conference Proceeds Arrangement

At One Key Ministries, our goal is provide conference services based on donations collected. We believe this method of producing successful events rest in the agreement of how donations will be allocated. Please provide your plans for these services rendered.

Based on the gross proceeds for venue or church facility, advertising, speakers, musicians, products sales and conference planning services, what percentage of proceeds are you planning for? Please list the % in the following areas.

Conference Expense %

Venue /Church Facility ___________________
Advertising                  ___________________
Speakers                      ___________________
Musicians                    ___________________
Product sales               ___________________
Planning Service           ___________________

Additional Details 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
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