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Rev. Dr. Keith W. Byrd, Sr., Pastor 

Zion Main Campus |4850 Blagden Ave. NW | Washington, DC 20011 
Zion North Campus |11005 Dayton Street | Wheaton, MD 20902 

202-722-4940 |www.ziondc.org

Calendar & Event Request Form 
COMPLETE 30 DAYS before the event. Please complete this form to reserve space, place an event on the church calendar, request 
support for a church related event, and/or request usage of any church property. Please indicate ALL information that is applicable. 
Once this has gone through administration, the appropriate staff member will be notified of your activity and the dates, space, 
transportation, etc. will be reserved for you. Please return this form to the church office in person or to jjalloh@ziondc.org 

Today’s Date:   
Request made by:   
Phone number:    

Name of Ministry: _______________________________________ 
Email address:   ______________ 
Ministry member responsible:    _____________ 

Event Name: _____________________________________________  Event Date: ___________________________  

Recurring Event:  Yes         No 

This activity reocurs at the same day/date/time:   daily     weekly      monthly   
(i.e. Choir rehearsal every Thursday at 7pm , Ministers meet the 15th of the month) 

Even if your event is reoccurring, please list all dates for the year here (do not write the Wednesday after the 3rd Sunday)   

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

Dates to exclude: ________________________________________________________________________________ 

Description of activity:  

Space Requested Select all that are required. (capacity):    Zion Main Campus           Zion North Campus 
Sanctuary (705)  Fellowship Hall (405/180)      Chapel (105)    
Sunday School Auditorium (8/65/30) Family Life Center (46)         Family Life Center 2nd Floor (26) 
Classroom 5   Zion North Campus 
Zoom Only*           Hybrid (on-site & Zoom)* 
*For zoom and virtual rooms, upon approval you will need to email the Zoom Team at zoom@ziondc.org

Reserve space (include set up & clean up) Start time:   

Actual time of activity (if different)               Start time: 

Finish time:  

Finish time: ________________

Number of Attendees _______________________ 
    Please complete the room design forms. 

Transportation/Parking Ministry Needed:   Yes If yes, complete additional form No 
Culinary /Kitchen Ministry Needed:         Yes If yes, complete additional form  No 
Media/ Communication Needed:          Yes If yes, complete additional form       No 
Audio Visual Support Needed:           Yes If yes, complete additional form       No 
Nursery Ministry Needed:          Yes If yes, complete additional form  No 
Usher Ministry Needed:      Yes If yes, complete additional form   No 

mailto:jjalloh@ziondc.org
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