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Grace Church Ministries

Facility Use Request
This form is to be completed by ministry staff, Grace Church volunteers 

or outside individuals/organizations.

Day/Date of Event:












Event:



























Time of Event:












     ( Grace Ministry Event
     ( Non-Grace Ministry Event      ( Non-Ministry Event

Person Requesting:











Phone(H):


     (W):


   (Cell):





Approximate Number of Attendees:









Room(s) Requested:











Kitchen
( Yes
   ( No

Room Set-up for special events only (draw picture if necessary)



Tables & Chairs   

(


Classroom Style

(
Staff to set-up   


( Yes    ( No


Requesting group will set-up
( Yes    ( No


Staff will only set-up if pre-arranged

Equipment Needed:


( Overhead Projector

( Sound (microphone)

( Platform


( Screen



( Power Point Projector

( Other


( Slide Projector


( Lectern


( TV/VCR



( Riser

Vehicle Requested:


( Van

( Bus

( Trailer

Submitted by:




Date:







Please return to Grace Church Office

For Official Use Only

Approved:   ( Yes    ( No


Date:






  

Person Requesting Notified:



Notified By:



  


               Name and Date



          Name and Date

Notification:  ( Kitchen    ( Custodian    ( Tech    ( Calendar    ( Children’s Ministry

          ( A.C.E.      ( Vehicle Maintenance




Set-Up





Event Time





Clean-Up
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