
Online Calendar Request Form (CRF), rev. April 2017
Please complete this Calendar Request Form (CRF) to request a calendar date for ministry meetings, programs, special events, and worship services.  For all

programs, special events, and worship services, please complete the EEvveenntt  PPllaannnniinngg  aanndd  AApppprroovvaallss  ((EEPPAA))  form.

GGuuiiddeelliinneess  ffoorr  TTiimmeellyy  SSuubbmmiissssiioonn

1.  A minimum of 90 days, (3-12 month preferred for proper planning of all programs, special events, and worship services)

2.  A minimum of 2 weeks for requesting ministry meetings and other non-Eastern events

3.  Allow a 5-day turnaround time for calendar and building access approvals

4.  Allow a 2-week turnaround time for approval of all programs, special events, and worship services

* Indicates required field

DDaattee  SSuubbmmiitttteedd  **

TTiittllee  ooff  EEvveenntt  **

DDeessccrriippttiioonn  ooff  EEvveenntt  **

PPrrooppoosseedd  DDaattee((ss))//TTiimmee((ss))  ----IInncclluuddee  EEaarrllyy  SSeett--uupp//CClleeaann--uupp
TTiimmee  FFoorr  eexxaammppllee::  0033//2233//22001166,,  77::0000ppmm  --  88::0000ppmm;;  eeaarrllyy  sseett  uupp
66::3300ppmm;;  cclleeaann--uupp  88::0000ppmm  --  88::3300ppmm  **

AAlltteerrnnaattee  DDaattee((ss))//TTiimmee((ss))----IInncclluuddee  EEaarrllyy  SSeett--uupp//CClleeaann--uupp
TTiimmee  FFoorr  eexxaammppllee::  0033//2233//22001166,,  77::0000ppmm  --  88::0000ppmm;;  eeaarrllyy  sseett--
uupp  66::3300ppmm;;  cclleeaann--uupp  88::0000ppmm  --  88::3300ppmm

PPaassttoorr  AAtttteennddaannccee  RReeqquuiirreedd??  **

NNaammee  ooff  MMiinniissttrryy  ** EEmmaaiill  **

First
First

Last
Last

MMiinniissttrryy  LLeeaaddeerr//EEvveenntt  CCoooorrddiinnaattoorr  ** PPhhoonnee  NNuummbbeerr  **

CChhoooossee  OOnnee  **

New Event

Cancellation

Change

Reschedule

Rental

TTyyppee  ooff  EEvveenntt  **

Eastern

Non-Eastern

Non-Eastern Meeting

Non-Eastern Rental
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Yes

No

LLooccaattiioonn  ((mmaayy  cchhoooossee  mmoorree  tthhaann  oonnee  llooccaattiioonn))  **

Fellowship Hall

Library

Sanctuary

Classroom A (Nursery)

Classroom B (Youth)

Outdoor Event (Parking Lot)

Off Site Event

AAddddiittiioonnaall  ccoommmmeennttss,,  iiff  aannyy

SUBMITSUBMIT

We Would Love to Have You Visit Soon!

Hours

Sunday Services:

7:30am and

10:00am

Telephone

(301) 322-9787 Church

(301) 322-9240 Fax

Email

ecc@easterncommunity.org

Copyright © 2006 Eastern Community Church, 8213 Manson Street, Landover, MD  20785.  All rights

reserved.
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