
 
 Building Use Request 

 
 
Name _______________________________  Today’s date _______________ 
 
Phone___________________ Email ________________Cell phone  ________________ 
 
 
Request is:  __________ One time use                _____________ Series of dates 
 
Date(s) of use:______________________________________________________ 
 
Time of use: Arrival time :_____________         Departure time:  _________________ 
 
Purpose of use:  _________________________________________________________ 
 
Rooms to be used:   
 
 ________Sanctuary 
 ________Conference Room 
 ________Kitchen 
 ________Other classrooms 
 
 
Number of people expected  ___________________ 
 
Other considerations:  __________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
 
------------------------------------------------------------------------------------------------------------------ 
        
Date of approval __________________   Person notified of approval _____________ 
 
Steward (contact person) reachable during event: _________________ @ ___________ 
 
___________________________________________________________ 


