St. Mark’s Calendar & Room Reservation Request
NARTHEX 
Note:  Use of the Narthex requires a minimum of 2 weeks notice.  
St. Mark’s groups requesting fundraising activities require a minimum of 1 month notice because Finance Committee review/approval may be needed.
USE ONE FORM FOR RECURRING EVENTS BUT A NEW FORM FOR EACH DIFFERENT TYPE OF EVENT.

Today’s Date:       
Group or Individual:       
Event Description:      
Preferred Date(s) & Time(s):       
Second Choice Date & Time:       
Total timeframe for Set Up through Clean Up when YOU need access:       
Do you need bldg key?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

Number of Tables          Number of Chairs           Beverage Table Only  FORMCHECKBOX 

Easel   FORMCHECKBOX 
  Bulletin Board   FORMCHECKBOX 
  Freestanding Display   FORMCHECKBOX 
    
Number of Collection box(es)          On the Floor  FORMCHECKBOX 
   On the Counter   FORMCHECKBOX 
  On a Table  FORMCHECKBOX 

Other      
Do you need kitchen access?  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

Will you be handling money?  

No Money Involved   FORMCHECKBOX 

Money is Collected for:  Tickets  FORMCHECKBOX 
  Memberships  FORMCHECKBOX 
  Accepting Donations   FORMCHECKBOX 

Selling Merchandise or Donated Items  FORMCHECKBOX 
  
Explanation:       
Contact Information:
NOTE:  Submitting this form indicates your group will adhere to the St. Mark’s Building Use Policy and Fees found at www.stmarks-elca.org.
Person Making Request:        

E-Mail:            Daytime Phone:          Other Phone:          
If you prefer a mailed response, your complete mailing address:      
E-Mail completed form to info@stmark-elca.org, mail it to St. Mark’s Church Office, 5800 Backlick Rd, Springfield, VA 22150, or deposit form in the plastic wall receptacle on the landing outside the office entrance.  Use of space must be approved by St. Mark’s Senior Pastor in advance of event.  Your request will be reviewed and you will be informed of the decision promptly. The head usher will know which persons/groups are authorized each Sunday.
