SHADY GROVE UNITED METHODIST CHURCH

EVENT/MEETING SCHEDULING FORM 
 FORMCHECKBOX 
  ONE-TIME    FORMCHECKBOX 
  ONGOING
Name of Event:       Event Meeting Date      
Start Time:         End Time:          Day of the Week:      
Contact Name:      ,   E-mail:          Daytime Phone:      
No. of Participants:         Staff Contact:         Today’s Date      
LOCATION(S):

Wade Gym:
 FORMCHECKBOX 
 Gym (G-120)




 FORMCHECKBOX 
 Classrooms



 FORMCHECKBOX 
 Elective Room (G-110)




 FORMCHECKBOX 
 G-114



 FORMCHECKBOX 
 Kitchen (G-112)





 FORMCHECKBOX 
 G-201


 FORMCHECKBOX 
 Multi-Purpose Room

 FORMCHECKBOX 
 Sanctuary (S-200)

 FORMCHECKBOX 
 G-202



 FORMCHECKBOX 
 G-111

 FORMCHECKBOX 
 Wesley Room (S-110)
 FORMCHECKBOX 
 G-204



 FORMCHECKBOX 
 G-113

 FORMCHECKBOX 
 Resource Room S-(107)
 FORMCHECKBOX 
 G-206



 FORMCHECKBOX 
 Nurseries






 FORMCHECKBOX 
 G-207




 FORMCHECKBOX 
 G-102 (Nursery I)




 FORMCHECKBOX 
 G-210




 FORMCHECKBOX 
 G-104 (Toddlers)




 FORMCHECKBOX 
 G-212




 FORMCHECKBOX 
 G-106 (Nursery II)




 FORMCHECKBOX 
 G-218



 FORMCHECKBOX 
 Youth Rooms





 FORMCHECKBOX 
 G-220




 FORMCHECKBOX 
 G-211

 FORMCHECKBOX 
 Playground


 FORMCHECKBOX 
 E-100 (Library)



 FORMCHECKBOX 
 G-213

 FORMCHECKBOX 
 Stage


 FORMCHECKBOX 
 E-103



 FORMCHECKBOX 
 G-215

 FORMCHECKBOX 
 Shelter


 FORMCHECKBOX 
 E-104



 FORMCHECKBOX 
 G-217

 FORMCHECKBOX 
 Vesper Area


 FORMCHECKBOX 
 E-105






 FORMCHECKBOX 
 Showers


 FORMCHECKBOX 
 E-106
SPECIFIC NEEDS:







 FORMCHECKBOX 
 E-202

Audio Visual







 FORMCHECKBOX 
 E-203


 FORMCHECKBOX 
 Boom Box






 FORMCHECKBOX 
 E-204


 FORMCHECKBOX 
 TV



     



 FORMCHECKBOX 
 E-205


 FORMCHECKBOX 
 VCR



     



 FORMCHECKBOX 
 E-206 (Chapel)


 FORMCHECKBOX 
 Sound System





 FORMCHECKBOX 
 E-207


 FORMCHECKBOX 
 Video Projector




 FORMCHECKBOX 
 Laptop





 FORMCHECKBOX 
 Screen


 FORMCHECKBOX 
 Other: ________________________________________


 FORMCHECKBOX 
 Overhead Projector

 FORMCHECKBOX 
 Room Set up on back


 FORMCHECKBOX 
 Piano




PUBLICITY PLAN:

     Medium:


Due Date in Office:
Date(s) of Announcement  
Responsible Person:


 FORMCHECKBOX 
 Newsletter

     


     


                 
           


 FORMCHECKBOX 
 Bulletin

     


     



     

 FORMCHECKBOX 
 Local Newspaper
     


     



     

 FORMCHECKBOX 
 Posters

     


     



     

 FORMCHECKBOX 
 Mailing 

     


     



     

 FORMCHECKBOX 
 Flyers

     


     



     
OFFICE NOTES by Cindy:      
