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Audio and Video Ministry Request Form  
All events that require audio and / or video support must be arranged through the Audio Video Ministry. No one other 
than an authorized church A/V Video Technician will be allowed to operate the church equipment. An Audio Video 
Technician is mandatory if you have any audio video requirements. 
  
For all special events (Birthday, Anniversary, Wedding, Family Reunion, etc.) that require audio video support, there is a 
fee, which will be discussed in more detail during planning. All events must be approved by the church office, and AV 
Ministry request form completed and returned to Shawnte McQueen, AV Manager at smcqueen@ziondc.org .  
 
Ministry: _____________________________________ Today’s Date: _________________________________ 
 
Contact Person: ___________________________ Phone: (Home) _____________________________________   
Cell: _____________________________  
Date of Activity: ____________________________  Begin Time of Event:  ___________End Time: ___________ 
 
Type of Event (meeting, play, Movie Night, conference, etc.) 
___________________________________________________________________________________________  
 
Ministry assigned Point Person during event: _______________________________________________________ 
 
Location of Event: _______________________________________________________________________________________ 
 

 ZION MAIN SANCTUARY WITH FULL AUDIO SUPPORT (requires staffing of Audio Visual booth with at least 3 AV Staff)  

 

 

 

 EDUCATIONAL WING (SET UP ONLY, NO AV STAFF DURING EVENT) 

 

 

 

 FELLOWSHIP HALL (SET UP W/POSSIBLE 1 AV STAFF DURING EVENT) 

 

 

 

 

 

 

 

 

☐ Podium with Mic 

☐ Microphone with stand – quantity: _____  

☐ Handheld mic -quantity: ____ 

☐ Podium with Mic 

☐ Microphone with stand – quantity: _____  

☐ Handheld mic – quantity: ____ 

☐ TV with HDMI chord for presentation (you provide laptop) 

☐ Event Live streamed:  ____ Yes      ____No 

☐ Event on Zoom:  ____ Yes   ___No 

 

☐ Podium with standing Mic 

☐ Microphone with stand – quantity: _____  

☐ Handheld mic – quantity: ____ 

☐ TV with HDMI chord for presentation (you provide laptop) 

☐ Event Live streamed:  ____ Yes      ____No 

☐ Event on Zoom:  ____ Yes   ___No 
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Audio and Video Ministry Request Form (cont.)  
 

 FAMILY LIFE CENTER ( SET UP W/POSSIBLE 1 AV STAFF DURING EVENT) 

 

 

 

 ZION NORTH SANCTUARY WITH FULL AUDIO SUPPORT 

 

 
 
 

 RECORDING AND DISTRIBUTION 

 
 
 

☐ Podium with standing Mic 

☐ Microphone with stand – quantity: _____  

☐ Handheld mic – quantity: ____ 

☐ TV with HDMI chord for presentation (you provide laptop) 

☐ Event Live streamed:  ____ Yes      ____No 

☐ Event on Zoom:  ____ Yes   ___No 

 

 
☐ Podium with Mic 

☐ Microphone with stand – quantity: _____  

☐ Handheld mic -quantity: ____ 

 

 

☐ Event recorded and sent to you as mp4 file 

☐ Event saved as a Private Youtube Link  

☐ Zoom meeting recorded and sent to you 

☐ Do Not record this meeting 

☐ Do Not keep this meeting on Social media 

☐ Expected Attendance: _______________________ 

☐ Zoom Meeting (attendees are seen) 

☐ Zoom Webinar (attendees aren’t seen) 

☐ Zoom Tech Needed:      Yes        No 

☐ Online Streaming: 

 

 

Yes       No 

 

ZOOM MEETING 
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