	St. Timothy’s Meeting/Event Scheduling Form

Please check date and location availability on the calendar at www.saint-timothys.org as you assemble the information about your event.  Complete this form, call the Director of Parish Operations, Keith Nelsen Stroud, at (703) 437-3790 x10 to discuss event details and have event placed on the calendar. Email or submit a printed copy to the parish office.  Remember to confirm event information on parish calendar on the website.

	Event Name:        


	Group or Ministry:     

Point of Contact:      

Phone: (day)                                 (Evening or cell)      
E-mail address:      

	Date Submitted:      
Date Posted: 


Comments:


	Event Date(s):

	 FORMCHECKBOX 
 One Time on      

 FORMCHECKBOX 
 Multiple Dates:

         FORMCHECKBOX 
 Recurring  FORMCHECKBOX 
 1st   FORMCHECKBOX 
2nd   FORMCHECKBOX 
 3rd   FORMCHECKBOX 
 4th   FORMCHECKBOX 
 Every
                             (Day of the Week):       

                               FORMCHECKBOX 
 except for: 

	Or  FORMCHECKBOX 
 Specific Dates:


	Event Place and Time:

 FORMCHECKBOX 
 Off-site (Not on St. Timothy’s Property)   Location:


 FORMCHECKBOX 
  Inside Building   Mark all needed:   FORMCHECKBOX 
  Henry Hall   FORMCHECKBOX 
  Kitchen  FORMCHECKBOX 
  Upper Room   FORMCHECKBOX 
  Narthex   FORMCHECKBOX 
  Sanctuary   FORMCHECKBOX 
  Office
                                                 Room:  FORMCHECKBOX 
 A1   FORMCHECKBOX 
 A3   FORMCHECKBOX 
 A5   FORMCHECKBOX 
 A6   FORMCHECKBOX 
 A8   FORMCHECKBOX 
 B1   FORMCHECKBOX 
 B2      FORMCHECKBOX 
 Other      

 FORMCHECKBOX 
 Outside Grounds   Mark all needed:  FORMCHECKBOX 
 Parking Lots (example car wash)   FORMCHECKBOX 
 Outdoor Chapel   FORMCHECKBOX 
 Side Yard



	Advertised Start Time:      
Space is needed for   FORMCHECKBOX 
 Set up: Starting at       
Community Wide Event?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
No. of Attendees expected:       

	Advertised End Time:       
 FORMCHECKBOX 
 Clean-up Ending at        
 FORMCHECKBOX 
  Fee charged   Amount:      


	Dates for Notices to Run:  
(Inclusive)
          to          
	 FORMCHECKBOX 
Weekly Bulletin:       FORMCHECKBOX 
 Monthly Newsletter (The Word): 

 FORMCHECKBOX 
 Website                  FORMCHECKBOX 
 Facebook
 FORMCHECKBOX 
 Local Newspapers 


	Event Description or Information for Notices

     



