Hospitality Committee Procedures
Reserving and Scheduling Event Space 
 
MEMBERS OF ST. PAUL’S
It is imperative that we all work together to ensure the successful implementation of events within the space at St. Paul’s. To that end, and to align calendars, below are guidelines to schedule the use of Bowden Hall for coffee hour, receptions, etc.  
· Review the Sign Up Chart on the bulletin board outside the Bowden Hall 
· Determine if the desired date is available/open  
· To confirm the date, contact one of the individuals below
a. Hospitality Chair
Richard “Ricky” Wood 
ricknpink@aol.com
404-691-1455 
b. Parish Administrator  
admin@stpaulsatl.org
404-696-3620
The chart will be coordinated between the Parish Administrator and Hospitality Chair to confirm dates and monitor scheduling conflicts. 
Please note, if you are planning a wedding or other religious ceremonies, the Priest will ensure the church calendar is aligned with the Parish Administrator. The engagement of the Ways and Means and/or Hospitality Committees will be coordinated, by the administrator, as required. 
Adherence to these guidelines will facilitate a coordinated effort and successful event for all involved parties.
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