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Date Submitted:  


Date Needed: 



Alternate Date: 


Submitted By:   




Contact #:  






Ministry:   





Event:







Type of Facility Request: ( Event
(  Meeting
( Other 






Start Date: 

 
End Date: 


Expected Number Attending: 

 

Set-Up Time: 
       a.m./p.m.
Event Start Time: 
 a.m./p.m.
End Time: 
  a.m./p.m.
Facility Requesting: 

Worship Campus  

( Sanctuary
(  New Members 1
( New Members 2  ( Multipurpose ( Board Room

( Hospitality Suite
(  Foyer
( Children Area (Large)  ( Children Area (Small) 

Administrative Campus  

( Sanctuary
(  White House
( Classroom 5 ( Overflow ( Upper Room

( Classroom 4
(  Library

Room Style Setup: 
 ( Boardroom
(  Classroom
( Theater ( U-Shape ( Standing Room Only

Please draw a diagram showing location and number of tables, chairs, other special equipment, etc.  Include doorway as a point of reference.  If needed, use the back of this form or attached paper.


Special Equipment: 
( Table(s), 6ft
(  Microphone(s)
( Podium(s) 

( Overhead Projector ( TV/VCR

( Chairs
(  Laptop/Computer
( Extension Cord(s)
(  Easel/Chart
(  Other 



Services Required:
( Sound Tech
(  Projection System
( Musician ( Security
(  Other 





Authorized Approval  
     










Minister of Congregational Care
Authorized Approval  
     










Church Business Administrator
*Note:  A technician will be assigned.  It is your responsibility to
coordinate with the tech.
Facility Request Form





DO NOT WRITE IN THIS AREA - FOR OFFICE PURPOSES ONLY





Date Rec’d  		





Date Setup Complete:		





Facilities Coordinator Initials 		

















