ROOM RESERVATION FORM for CHURCH MEETING or EVENT

Name of Event:      
Date of Event:
     
      Date of Request:      
Event Times:     Lead Time               Start               Close             Clean-up      
Room(s) Needed:
   FORMCHECKBOX 
  Sanctuary         FORMCHECKBOX 
Atherton Hall
             FORMCHECKBOX 
Kitchen
            FORMCHECKBOX 
Rm 11/former Youth Room

   FORMCHECKBOX 
Classroom 1       FORMCHECKBOX 
Classroom 4/JrHi       FORMCHECKBOX 
Classroom 5/SrHi

   FORMCHECKBOX 
Room 8/The Stokes Room                         FORMCHECKBOX 
 Classroom 9/10 (the double classroom)

Event Leader:                 


    Back-up Name:      
Phone:
     




Phone:       
Close-up Person:      
The event leader is responsible for clean-up of all event areas (including the kitchen if it is used); any furniture which is moved should be replaced to its original location.

The close-up person is responsible for making sure all lights are off and all doors are locked & secure.

Key Needed?     
Date Issued:         Key#        Date Returned:      
Calendar Designation      
                                       (Office use only)
  

