CALENDAR SUBMITTAL FORM

(Fill out the information below and return to office prior to booking/advertising your event)

Date Requested: _____________________________________________




Time Requested: _______________________ Will this include set-up/tear down time?
Yes   No

What/who is this event for: ___________________________________________________________?

Would you like this event promoted in the bulletin?
Yes   No

Location: __________________________________________________________________________
Facilities Requested:  Fellowship Hall
Sanctuary
Children Facilities/NYI
What dept. is this under? SS    Children    Teen    Church    Other______________________

Contact person: _____________________________________________ (      ) ______ - ___________

Please include your phone number, in case we need to reach you.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Your submittal was received on _______________________. THANK YOU!

Your requested date:  IS APPROVED (it is on the calendar, you may book/advertise)

                                     NOT APPROVED _______________________________________________

Your Signature: ___________________________________________ Date: ____________________
Office Signature: ___________________________________________ Date: ____________________
1/2012
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