[bookmark: _GoBack]CHURCH FACILITES RESERVATION REQUEST FORM
Name of Organization/Group ____________________________________________________________
Date of Request _______________________   Date of Event ___________________________________   
Contact’s Name _________________________________  Phone No. ____________________________
Mailing Address _______________________________________________________________________
Person In Charge of Setting Up ______________________________ Phone No. ___________________
Number Attending _________ Time Facility Needed:  From ______________ until _________________
Rooms/Area Needed ___________________________________________________________________
Requested Church Equipment (if available) _________________________________________________
_____________________________________________________________________________________
Set Up/Special Instructions  _____________________________________________________________
_____________________________________________________________________________________
Person Responsible ________________________________________ (Signature Required)
Caterer: __________________________________________________  
Has Read and Signed Caterer’s Form (Initial)   ___ ____    Has Caterer’s Form on File(Initial) _________
 Key (MBC Members Only:  Checked Out (Initial) ______________ Checked In (Initial) ______________
If custodians are responsible for setting up for non-church related events, a fee may be charged as determined by the custodial contractor responsible.  The person responsible for this event must contact Ray Roberts at 809-8653 and arrange for payment prior to this event.
*     *     *
For more information, please contact Rev. Chris Kurtz, Staff Representative
Church Office at 585-5457/FAX 585-6217.
 (
Office Use Only
Date of Request: _________________ Emailed Facility Use Committee: __________________
Date Approved: ____________________ Date Group Notified: _________________________
)

