Chinese Baptist Church

Request for Reservation

on Church Calendar / Event Services

(This form must be completed and returned to the church office before any meeting/event can be scheduled on the Church Calendar.) 

Today’s Date:      
Date(s) of Meeting(s):      

Your name:      
Phone #:       (H)        (W)

Time of meeting/event:       to      
Time building needs to be opened       / closed      

Type of meeting/event:      
Number attending:      

Organization:      
Person in Charge:      

Room(s) requested:      
Phone:       (H)        (W)

Nursery required?  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

No. of workers needed:      

Meals / refreshments:      
Do you need Food Service?      




Equipment / Supplies needed (Must be requested no less than 2 weeks prior to event):

     


Special Instructions (including set-up – please attach a diagram of the room arrangement as appropriate)

     


(
Person making request must have discussed this with chairperson and appropriate minister

(
Person making request must have approval from Music Director/Minister, if involves musical instruments

(
Please attach bulletin announcement and/or newsletter article/announcement, if applicable.

( All trash cans will be emptied and trash bags disposed of at the trash dumpster.

(
If your meeting is assigned in the parsonage,  you may adjust the A/C but please re-adjust it back to 80 degrees  when your function is done. 55 degrees in the winter.  
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FOR OFFICE USE ONLY:





Please date, initial and send response to requestor:





     __________________________	_____


     __________________________  ______


 (Your request is not confirmed until you


 hear from the office)








This form must be submitted to the office


 no less than 2 weeks prior to your event date.








