
Parish Scheduling Form





                     ONGOING MEETING:		  LIMITED TIME EVENT: 





Instructions: Please complete all fields and send to the church office.  Once completed, the form should be either:


 


 Faxed to the church office at 423-886-3451


 Mailed to 1716 Anderson Pike, Signal Mountain, TN 37377


 Emailed to staug37377@aol.com or parishoffice@staugstinecatholic.org 





FOR INCLUSION IN BULLETIN: send information separately to staug37377@aol.com or 


parishoffice@staugstinecatholic.org (deadline is Monday preceding the bulletin).


 


Parish office hours are Monday through Friday 9:00 a.m. until 3:30 p.m.


 





 


PERSON REQUESTING MEETING:                                                                                                                           


 


MINISTRY/GROUP:  					


 


TODAY’S DATE:  





1) PURPOSE OF MEETING and 2) IMPORTANT DETAILS (use reverse side for more information)


 


   


 


 


 


 


 


 





 


Date and Time of Event:


 


Recurring Event?  Which day?                                Start date:                                  End date:


(Have you checked for calendar conflicts with the office?)


 


Set up time required?                                                           Clean up time required? 





Room Requested:  (circle)  PLC    Kitchen    Library    Classrooms


 


Will food/beverages be served ?  (circle)  Yes  No    Will alcohol be served?  (circle)  Yes   No


                                                                                     (must have permission from Fr. Patrick)


 


Will you need a key?  (circle)  Yes   No 


(due to safety concerns, kitchen, library and classrooms remain locked unless in use)


 


If needed, please request a copy of the CLEAN-UP CHECKLIST from the office.  The checklist will help you restore meeting or event space to its appropriate order so that it is ready for others to use.





FOR OFFICE USE ONLY


 


Approved by:					Alcohol approval:						








