Calendar Request Form
*** Please email this back to the office (lestaff@lelc.org) 

as an attachment with Calendar Request in the subject line.***
We need this form completed for any event to be added to the master calendar for Lake Edge Lutheran Church.

Event _________________________________________________________________

Date ______________________________________________ 

(please specify the day of the week and the actual date ex. Sunday, July 17, 2005) 

Time ______________________________________________

Location ___________________________________________       offsite _____   
(Please specify your preference, if we are unable to accommodate we will notify you.  If the event is offsite please still include the location in case somebody calls to see where the event is being held the office staff will be able to tell them)

Mission/Group _____________________________________________________

Contact Person _____________________________________     Phone Number ___________________________

Would you like this event to be placed on the calendar as a recurring event?  If so, please specify what dates or what kind of schedule (ex. 1st Monday of each month)

_______________________________________________________________________________________
_______________________________________________________________________________________
Room Set up Form
This form will be given to the custodian so that we can have your reserved space set up as you desire.  

Number of people expected ________

How many tables would you like? _________

How would you like the tables arranged? (if you prefer pencil your arrangement in on this sheet)

______________________________________________________________________________________

Do you need any equipment?

Easel _____

TV _____

VCR and or DVD _____
