Calendar Planning Worksheet for Private Party 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      

	Event Details

	Purpose of 
Event      

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

	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 Needed

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

	|_| 6’ Tables (8) (narrow) #      
	|_| Round Tables (18) #      
	

	
	
	
	

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



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

	     


Although we will do everything in our power to be sure you will be able to use the facilities, Calvary reserves the right to change event venues or cancel events based on church ministry needs.

	Office Use Only
	
	

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



