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To schedule a meeting or activity this form needs to be completed and placed in the Administrative Assistant’s mailbox.  The Administrative Assistant will contact you to confirm the date you have requested.

	SYMBOL 113 \f "Wingdings" Meeting   SYMBOL 113 \f "Wingdings" Activity   SYMBOL 113 \f "Wingdings" Event
	Proposed Date(s):
	Alternate Date(s):

	SYMBOL 113 \f "Wingdings" Whole Church  SYMBOL 113 \f "Wingdings" Targeted
	Start Time:
	End Time:

	Ministry:

	Contact Person:
	E-Mail:
	Phone:

	Planned Activity:

	Purpose:
	Expected Attendance:

	Location:
	Room Number(s):

	Equipment Needed

	# of Tables:
	# of Chairs:
	# of Serving/Beverage Tables:

	Video Projector:
	Overhead Projector:
	TV/VCR (2 available):
	Projection Screen:

	Computer:
	Microphones:
	Other:
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GUIDELINES

· All meetings must be scheduled through this form and placed on the church calendar. The Administrative Assistant will contact you to let you know if the requested time is available.
· No meetings or activities may be scheduled when another meeting activity is scheduled to which the whole church is invited without the consent of the appropriate ministry leader.
· Equipment is requested and reserved for meetings and activities through this form.
SET-UP

· Indicate on the back the set-up arrangements.  

· Explain any special instructions below.

CLEAN-UP

· The Ministry Leader(s) are responsible for clean-up.
· The church must be left as it was found.  
· Kitchen cleaned, carpet & floors swept, bathrooms in order, trashed removed.
SET-UP ARRANGEMENTS

Please indicate below how you would like the tables (6’, 8’, or round), serving tables and chairs set-up.  The deacons will do their best to set-up as you indicate.
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Savoring the Supremacy of God * Studying the Word of God * Shaping the People of God * Spreading the Gospel of God


