Calendar & Room Request Form
Today’s Date:__________________________________________________

Name of Group_________________________________________________

Name of Event_________________________________________________

Additional description of the event_________________________________

Number of People to Attend: _____________________________________

Room Requested:_______________________________________________

(based on availability)

Alternate Room if 1st choice not available:___________________________
Meeting Start Time:______________Meeting End Time:_______________
Set-Up/Take Down Time (if needed)________________________________

Date of Meeting________________________________________________

Is this a recurring event (ie. Every Monday)________yes_____________no
Start date of occurance_______________________End date____________

Requested by:____________________________________Phone:_________________
E-Mail________________________________________________________

Date this form submitted to office:_________________________________

*Please e-mail your completed form to ttuley@crownoflife.org
*You will be notified by e-mail when your request has been processed*

Please print a copy of this form for future reference.

For office use only:

Date received:_________________________Confirmation e-mail sent_______________
Church Room Reservations and Entries to Master Calendar
Effective: July 20, 2007

Please follow these procedures to reserve space at 
Crown of Life Lutheran Church

· Prior to completing a room request, we recommend you go to our calendar on www.crownoflife.org and review the existing events surrounding your proposed activity dates. 

· Room assignments are confirmed in the order of received forms.

· Church and School ministry functions always have priority over other events.

· Member “personal use” and other group events may be preempted by Church or School ministry events.

· Complete the attached Calendar & Room request Form

· Email to form to the Church office – email address in on the form

· Hand delivering the form to the church office is also acceptable

· You will receive an email reply confirming your request. 

· Occasionally, your request may conflict with other events and we may need to connect via phone to clarify or present options.

· Changes to existing or on-going events.

· Use the same Form format but provide the additional information necessary for the office staff to identify the event and the specific change

· Such as “Cancel the March 14 occurrence” or “Move the March 22 event to March 29 and change to Room 204”.

· Conflict Resolution

· When the office staff recognizes that your event conflicts with an existing event, yet you believe your event still has priority, the office staff will ask that the two parties work together to come to a reasonable solution (ie. who is going to relocate their event). 

· In the event the resolution can not be worked out between the two parties, the Church Administrator will mediate and make a final determination (after appropriate counseling with other church leaders) of room and event locations.

