FACILITY/ROOM REQUEST FORM
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Responsibilities:
· You must first clear your date with the church calendar.

· All persons using the church must be a church attendee or member.
· You are responsible for all set-up and tear-down, unless a church function. (If you need tables and/or chairs, you must fill out below to let the janitor know ahead of time.)

· You are responsible for bagging up all garbage and placing in the dumpster.

· You are responsible for making sure everything used is returned to its proper location.

· Please do not leave any left-over food or beverages. Make sure all dishes are washed & put away.

· There is to be no beverage served with RED DYE. 
· You are reserving only the room stated. The rest of the building is off limits to your group. Please make sure that your group is not roaming the building. You are responsible for these people.
Date of request: _____________________

On _____________________________________     the _____________________________

      (day of week)          (date)         (month)                            (name of person or organization)

desires to schedule _________________________________________________

                                                                              (description of function)   

We wish to reserve the _____________________________________________

                                                                (location or name of room desired)

Starting at  __________________________ and end at ___________________

                                           (time)                                                                      (time)

We are expecting ________________

                                       (number to attend)

I agree to the above and understand the rules.
Signature ________________________________________ Date ___________________

Diagram of set-up: (Church function only, use back if necessary.)
