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Facilities Request Form (Main Building Only) 

EVENT NAME            __ 
 

MINISTRY AREA       __ 
 

DAY(S) & DATE(S)           ________ 
 

  
 

ESTIMATED NUMBER ATTENDING    
 

Is there a cost to attend this event?      
 

NAME              __ 
 

EMAIL              __ 
 

ADDRESS        _CITY   __ZIP  __ 
 

HOME PHONE    __OTHER PHONE      __ 

All fundraisers must be pre-approved by the elders. Please allow extra time for this process. 

Will there be fundraising at or for this event? Yes   No 

 If so, have you filled out a Project Request Form? Yes   No  

CHILDREN’S ROOMS 

Upstairs 

Downstairs 

Please use other forms for        

off-site and Student Center 

events. 

ADULT CLASSROOMS 

 

OTHER 

 

GROUNDS/OUTSIDE 

 

LOCATION OF EVENT: Please mark ALL rooms/areas requested.  
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Setup choice        

EQUIPMENT NEEDED 
 

Auditorium Specific: 

 

 
Classrooms: 

Lobby: 

 Registration space (Sundays) 

 Espresso Bar 

  

 
 

How many of each needed: 

 

You are responsible for any decorations 

and refreshments. 

SETUP INFORMATION 

SECURITY: 

Name of person responsible for security:  

Rectangular tables 

Size Quantity 

Round tables  

Size Quantity 

 

 

Theater seating Classroom seating 

Round seating Conference seating 
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