Request for Meeting Room(s)

(If you schedule a room, but don’t show up without prior cancellation of at least one day with the Office, after 3 times we will cancel your further reservations.)

Today’s Date: ____________ 
Requestor: _________________



Telephone #:  _____________
E-Mail Address:  ____________
Committee / Group: ______________   # of Attendees: _______

NOTE:  Prior to requesting a specific room, please check the online calendar at stmarknc.org to determine if the time/room is available.
	DATE
	SET UP TIME (if needed)*
	EVENT TIME
	CLEAN UP TIME (if needed)*

	ROOM REQUESTED

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* Set up and clean up time will not appear on the online calendar.

How should the event be listed on calendar:  ________________________
(ie. “Finance Committee Mtg,” “Choir Practice,” etc.)

Note: We will do our best to reserve the specific room(s) requested.  Rooms are assigned on a “first-come first-served” basis.  You will receive written confirmation of the dates requested.

---------------------------------------------------------------------------------

For Office Use Only:              

Date Received: _____________     Date Approved: __________  

Authorized Approver: _________________________

DATE:      June 22, 2010  
TO:
       St. Mark Staff and Committee Chairpersons

FROM:       Melinda Drury and Jackie May
SUBJECT:  REVIEW OF ONLINE CALENDAR

Once you have received approval for your events, it will take approximately 1 to 2 business days for the event to be entered into the online calendar.  After that timeframe, please check (see procedures noted below) the online calendar to ensure your event has been entered properly.   As the online calendar is an important Parishioner tool, it is your responsibility to ensure your event is properly reflected on this program.  
PROCEDURES FOR REVIEW OF ONLINE CALENDAR:
1. Log on to www.stmarknc.org.

2. Click on calendar box located in middle of home page.

3. Go to the top right side of the page below the small calendar.  Click on the drop down box in yellow and locate your ministry (ie. Life Teen, RE, etc.).  Click on your Ministry and all of your events should appear.  If you need to look at a different month, go to top left side of screen and click on appropriate month in yellow.
4. Review all of your events to make sure they are correct and “Parishioner friendly.”
5. If an event is missing, more than likely it was not “assigned” to your Ministry.  Therefore, please go back to main calendar to see if it is listed on correct date but just not assigned to your ministry.  

6. Please notify Melinda via email (mdrury@roadrunner.com) with any online corrections.  
Please see Melinda or Jackie with any questions/concerns.  Thank you for your anticipated cooperation.

