Church Calendar Reservations Procedures
Scheduling of Rooms for meetings/events:

· In order to avoid room use confusion, all rooms and meetings MUST be booked through the office (this also includes the sanctuary). Our church is growing at such a fast rate that we no longer have rooms that are always available. 

· This will insure that you have an area for your meeting and it also allows the office staff to know who & what group(s) will be using the church.

· To book a room, do one of the following:

· Fill out a Space Reservation form (See Forms, Appendix B) and place it in the Office Secretary’s folder in the filed cabinet outside of the Office

· E-mail your request to Bonnie@stlukeshr.com or Office@stlukeshr.com.

· Call the Secretary at the church and follow instruction

 A room request confirmation will be returned to you once your request has been approved.  PLEASE… do not assume that there is something available but plan ahead.  Do not assume you have a room until you have a room request confirmation returned to you. 
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