CALENDAR REQUEST FORM

Name  ______________________________  Phone  __________________  Date submitted  ______________  

Type of event ______________________________ Sponsoring Team/Organization _____________________

Date(s) requested ____________________________________________ Approximate # attending ________

Activity time:   From _____________  To  ______________   

Set-up time: From __________ To __________

Tear down time:  From _____________ To ____________  

Event location _____________________________________   Do you need to use the Church van?  Y   N






       Note: all money for gas will be taken from your ministry team’s budget.







        Please review the van policy sheet before using the van.
If at church, rooms requested _________________________________________________________________  

-Fellowship Hall and kitchen need to be left as they were found. 

-Tables and chairs need to be returned to original location.  

-Kitchen utensils and appliances need to be cleaned and put away properly.

-Kitchen appliances needed (small appliances, refrigerator space, stove, etc.)  __________________________________________________________________________________________

-Will kitchen paper products, etc., be used?  ______   If so, what and in what amounts (approximate)  __________________________________________________________________________________________

-Multi-media needs:  ________________________________________________________________________

-Promotion needed?  Newsletter _______ Power Point   _______ Bulletin   _______     

Other information needed in promotion _________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

**************************************************************
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