Event Scheduling Request Form
(All events tentative until approved by Pastoral Staff)
Event


Event Date(s) ____/____/____ (thru ____/____/____)  Day of Week

Check One:  ( Private Event   ( Churchwide Event   ( Other ________________________
Event Start Time

Event End Time


Facilities Needed:      ( Fellowship Hall (see reverse side of form)          ( Sanctuary     
        (  Other 


Facilities Needed Starting Date and Time


Facilities Needed Ending Date and Time


Loaner Keys Needed?      ( Yes           ( No

Person Holding Event 


     Phone Number


     If Non-member, Responsible Member is 

     Phone Number


Child Care Required for up to age 4?    ( Yes         ( No

     Who will line up child care workers?  


     Phone Number


     If FBCW to provide child care, # of Children Under 4


Equipment/Supplies Needed?
     ( Microphone               ( DVD Player               ( TV               ( Wipe-off Board     

     ( Table Covers         ( Other

     Trained Equipment Handler


          Phone Number


Professional Cleaning Needed Following Event?    ( Yes         ( No
Comments:  


Form Completed By 

Today’s Date ______/______/______

Approved By 

Use of Fellowship Hall
The Responsible Member agrees to ensure that:

1. Persons using church facilities will refrain from the use of tobacco products, alcoholic beverages, and illegal drugs while anywhere on church property.

2. Church supplies are not used for personal events if at all possible and that the church will be reimbursed for any church supplies, such as styrofoam plates, plastic ware, etc., that are used for personal events.

3. All personal items and decorations brought in will be removed from church property immediately following the event.  No tape will be used on furniture, walls, or windows.  (Adhesive putty is available in the church office at no cost.)
4. All dishes will be washed, dried, and put away.
5. All food items brought in will be removed immediately following the event.  Trash and garbage will be placed in the outside dumpster and fresh liners placed in the trash cans.  Counters and sinks will be left clean.
6. Floors will be dry mopped (dry mops are in Fellowship Hall restroom).
7. Tables and chairs will be returned to their proper place, as shown in the attached diagram.
8. All dish cloths, towels, and cloth table covers that are used will be washed – and ironed, if necessary – and returned to the church within 48 hours.
9. If candles are used, they will be dripless candles only and will be in proper holders.
10. Anyone using the church’s audio-visual or music equipment will receive adequate training from the Minister of Music and Education or his representative, in advance of the event.
11. For personal events, the church will be reimbursed for cleaning bills necessitated by the above steps not being taken.

12. For personal events, the church will be reimbursed for broken or misplaced items.

____________________________________

______/______/______
Signature






Date
____________________________________

(_______)__________________
Printed Name





Phone Number
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