How to Schedule an Event on the Church Calendar

Effective 3/10/2010 by Admin Committee 

1) All requests (church events and outside building requests) require a written request on the church facility use form or "blue sheet." In order for the church office to add an event to church calendar the following procedure and the minimum requirements are necessary: 

*name of event

*date requested

*person filling out form & telephone #

*beginning time and ending time of event

*set up time & tear down time (if needed)

*number of chairs and tables needed

2) Persons making the request completes the form and turns it in to the church office to the Administrative Assistant. At the next staff meeting all requests (additions, changes, and deleted dates) are reviewed by the staff. If there are no concerns the items immediately go on the church calendar that is posted on the bulletin board outside the church office. (This information also will be placed on the worship bulletin, newsletter, and church website.) If there are concerns or additional information is needed the blue sheet will be returned to the person making the request. A staff person will be assigned to follow up for clarification and report back to the next staff meeting. 

