FACILITY USE REQUEST
(Please check with the Administrative Assistant for open dates)
TODAY’S DATE:  






GROUP REQUESTING USE/PURPOSE:  






CONTACT PERSON: _________________________________________






PHONE:



(Work)           


(Home)
DATE OF FUNCTION: _________________________________________
SET-UP or Practice:_____________AM/PM    ENDING Time:__________AM/PM






START TIME:

AM/PM       ENDING TIME:

AM/PM
WHAT ROOM(S) WILL BE NEEDED?

Sanctuary  -  Schwind Hall  -  Parlor  -  Kitchen  -  Nursery  -  Classroom(s)


(1)  WILL DO OWN ROOM(S) SET UP?  YES / NO
(2)  WHEN ROOM(S) SET UP IS NEEDED?   DATE:
      
               TIME:
    
 
HOW MANY TABLES?    _______         HOW MANY CHAIRS? _______ 


IN WHAT ROOM(S)?    __________________________________________________

 (Draw diagram of seating arrangement here or on back)
Any additional instructions: ____________________________________________________________________________________________________________________________________________
Reminder:  Church Custodian does not work on Friday or Saturday nights
ABSOLUTELY NO "FLOATING, MOVING, SWINGING" DECORATIONS
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