New Hope Baptist Church
Administrative Service Request Form

For all administrative needs, complete this form and email it to:

ofcadmin@newhopechurchdenver.org

Today's Date: Event Date (if applicable):
Ministry: Ministry Leader/Contact Person:
Email Address: Phone Number:
Is this an annual event? Event Title:

Yes No

Please be as specific as possible regarding your request.
Plan to allow adequate turnaround time for each request as listed below.

Physical Communication

Printing 3 Days Number of Copies Needed:

Bulletin 25th of the month Two-sided printing? Yes No

Date Needed: Color? Yes No

Digital Communication

Newsletter Monday

Zoom Meeting Setup 3 Days Email Blast 3 Days Video Recording
Coordinated with Media Ministry

Graphic Design 7 Days Website & Social Media 7 Days
Flyers, Postcards, Programs, etc.

Additional Details
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