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WEB SITE INFORMATION REQUEST FORM

You must submit this form in its entirety! 

(When we have to call or email you repeatedly to get these details, 

it only delays your information being posted!)

When the form is open, click “save as” and save it to your computer.  

Fill out and send it to Sara Collins or to the church office. 

If you prefer to email your information to Sara (saralcollins@bellsouth.net) or to the church office (churchoffice@pinevilleumc.org), 
USE THIS FORM AS A GUIDELINE!

Name  












Phone  



 
Email 








Preferred Method of Contact 










Name of event/program  










Brief description (examples:  if you’re hosting a class/study, provide the material’s title & author; if you’re selling something, describe the product, including sizes/quantities & who/what the sale benefits; etc.)  














There’s more – keep going!
Start Date  



 

End Date  





Start Time  





End Time  





*Location/Room #  




Cost  







(* NOTE:  YOU MUST RESERVE THE ROOM ON THE CHURCH CALENDAR BEFORE SUBMITTING THIS FORM!  SUBMISSION OF THIS FORM DOES NOT CONSTITUTE RESERVING A ROOM OR SPACE FOR YOUR EVENT! YOU MUST CONTACT MONICA IN THE CHURCH OFFICE TO RESERVE A ROOM AND TO ENSURE THAT THIS EVENT IS INCLUDED ON THE MASTER CHURCH CALENDAR!  THANK YOU FOR YOUR COOPERATION!)
Registration/payment information (Online? Print & return form? Sign up at church [where?], make check payable to, etc.)  











Contact information for questions/details (indicate your preference: inquirers should use your personal phone and email or go through the church office phone and general email): 
Name  












Phone  



 
Email 







Other details/information (example:  external Web site to link to for more details [Scouts]; if selling something, indicate the delivery date [pecans]; etc.)  







 Do you want this event to be promoted to the community? Yes 

  No 
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