Calendar Planning Worksheet for Church-Related Events
Please submit this worksheet to the church office at least two weeks before your event.

	Contact Information 

	Person in 
Charge of Event      
	Home 
Phone      
	Cell 
Phone      

	Email Address      
	[bookmark: Check2]|_| Announcement for bulletin needed

	Event Details

	Event of 
Requesting Group      
	Purpose 
of Event      

	Date or 
Days of Event      
	Set-Up 
Date & Time      
	Event Start 
Date and Time      
	Event End 
Date and Time      

	Special Speaker      
	Speaker Approved By      

	Facilities Needed

	MAIN BUILDING

	|_| Main Auditorium
	|_| Rm 1 (nursery)
	|_| Rm 2 (nursery)
	|_| Rm 3 (nursery)

	|_| Rm 4 (nursery)
	|_| Rm 6-7 (3 yr old rm)
	|_| Rm 8 (nursery)
	|_| Rm 9-10 (2 yr old rm)

	|_| Rm 11-12 (4 yr old rm)
	|_| Rm 14-17 [80 seats]
	|_| Rm 18-19 (5 yr old rm)
	|_| Rm 20 [30 seats]

	GYM BUILDING

	|_| Gymnasium
	|_| Gym Kitchen (Main Kitchen) (dishwasher) 
	|_| Rm G-211 (lower) [60 seats]

	|_| Rm G-214 (lower) [15 seats]
	|_| Rm G-215 (lower)
	|_| Rm G-216 (lower)
	|_| Rm G-218 (lower) [40 seats]

	|_| Rm G-220 (upper)
	|_| Rm G-221-222 (upper)
	|_| Rm G-223-224 (upper)
	|_| Rm G-225 (upper)

	|_| Rm G-226 (upper)
	|_| Rm G-227-228 (upper)
	|_| Rm G-229 (upper)
	

	ADMINISTRATION BUILDING

	|_| Admin Kitchen
	|_| Rm A-1 [60 seats]
	|_| Rm A-2 [35 seats]
	|_| Rm A-3 

	|_| Family Rm (lower) [90 seats]
	
	
	

	CHAPEL BUILDING

	|_| Chapel Auditorium [180 seats]
	|_| Chapel Kitchen
	|_| Rm C-1 [40 seats]

	|_| Rm C-2 [30 seats]
	|_| Rm C-3 (Game Rm)
	|_| Rm C-4 [25 seats]
	|_| Rm C-5 (nursery)

	OUTDOORS

	|_| Playground
	|_| Picnic Area
	|_| Activity Field
	

	Equipment / Vehicles Needed

	|_| 6’ Tables (7) (wide) #      
	|_| 8’ Tables (17) #      
	|_| Chairs #      

	|_| 6’ Tables (8) (narrow) #      
	|_| Round Tables (15) #      
	|_| White Tents (3) #      

	
	
	
	(Tents not to leave property)

	|_| Small Bus (capacity = 29)
	|_| Large Bus (capacity = 40)
	
	

	
	
	
	

	Notes to Office  Any audio/visual need should be requested through Pastor Jeff at 864.967.7803 or jhamrick@calvarysimpsonville.org

	     




	Decorations and Dishes

	See catalog for available items. Mark all you will need.  Please be aware that any items listed in one of the church’s kitchens need to be picked up and put away by someone connected with the event. The Maintenance Staff does not deliver these items. 

	

	[bookmark: Text1]Box #s needed:      

	Misc. Décor/Serving Items located in Administration Kitchen

	|_| Lrg.Vase w/Sand  (13) #      
	|_| 8” Glass Plates with Grass (22) #      
	|_| 8” Glass Plates, plain (14) #      

	|_| 8” Glass Plates with Leaves (4)  #      
	|_| Assorted Punch Cups (29) #      
	|_| Punch Bowl (2) #      

	|_| Chafing Dishes (8)  #      
	
	

	

	Misc. Décor/Serving Items located in Gym Kitchen

	|_| Goblets (200+) #      
	|_| 7” Glass Plates (350+) #      
	|_| 9” Glass Plates (100) #      

	|_| 10 ½” Dinner Plates (350+) #      
	|_| Assorted Punch Cups (55) #      
	|_| Punch Bowl  (3)#      

	|_| Small Pedestal Bowl (6) #      
	|_| Assorted Glass Bowls (30+) #      
	|_| 13” Glass Serving Plates (4) #      

	|_| Misc. Glass Serving Dishes #      
	|_| Chafing Dishes w/Lid Holder (4) #      
	|_| Large Rect. Chafing Dishes (3) #      

	

	Misc. Décor/Serving Items located in Storage Room  (We will have these delivered to your room.)

	|_| Black Urn (4) #      
	|_| 4’ tall Grass #      
	|_| Basket (10) #      

	|_| Spanish Moss #      
	|_| Yellow Moss #      
	|_| Shepherd’s Hook (10) #      

	
	
	

	Table Cloths  (Please note, all table cloths are delivered un-ironed.)  Church staff will be in touch closer to the date of the event.

	|_| White Style A (6)       
	|_| White Style B (1)       
	|_| White Style C (2)       
	|_| White Style D (1)       

	|_| White Style E (1)       
	|_| White Style F (4)       
	|_| White Style G (1)       
	|_| White Style H (1)       

	|_| White Style I (1)       
	|_| Gold Style J (1)       
	|_| White Style K (3)       
	|_| Rd/Wht Style L (16)        

	|_| Black 108” round (2)       
	|_| Black 120” round (21)       
	|_| Black 132” round (1)       
	|_| Black 6x5 (7)       

	|_| Black Banquet (6)       
	
	
	

	
	
	
	

	|_| Church Key needed If you need a church key, please contact Lydia Williams at 864.967.7803 or lwilliams@calvarysimpsonville.org


	Paper/Plastic Goods  (All paper goods requests will be bagged and placed on the counter in the main kitchen.)

	[bookmark: Text3]|_| Styro Dinner Plates #      
	|_| Styro 8 oz Cups #      
	|_| Plastic Forks #      

	|_| Styro Divided Dinner Plates #      
	|_| Styro 12 oz Cups #      
	|_| Plastic Spoons #      

	|_| Styro Salad Bowls #      
	|_| Beverage Napkins #      
	|_| Plastic Knives #      

	|_| Styro Dessert Plates #      
	|_| Dinner Napkins #      
	|_| Plastic Table covering (white roll)

	
	
	

	Audio/Visual Needs  (All A/V needs must be requested through Pastor Jeff Hamrick  864.967.7803 or jhamrick@calvarysimpsonville.org)

	|_| Projector
	|_| TV
	|_| DVD Player

	|_| CD Player
	|_| Microphone
	

	
	
	






	Office Use Only
	
	

	· Maintenance Supervisor notified
· Pastor Jeff notified
· Faith Taylor notified
· AV Deposit paid_________________________
· Building Use Deposit paid _________________
	Event Approved:____________________
Email Confirmation Sent:_____________


 
