COLUMBUS CHRISTIAN CENTER CHURCH
Facility Request Form

(Send completed form to facilityrequests@eilm.org)


	REQUESTOR’S INFORMATION

	Date:
	

	Full Name:
	
	
	

	
 Last
	First
	M.I.

	Home Phone:
	(      )
	Alternate Phone:
	(     )

	E-mail Address:
	

	Ministry:
	

	Name of Event:
	

	Date of Event:
	

	Time of Event:
	

	Expected No. of Attendees:  

	AREA REQUESTED

	 FORMCHECKBOX 

	Sanctuary
	 FORMCHECKBOX 

	R & B Café
	 FORMCHECKBOX 

	UTURN Center

	 FORMCHECKBOX 

	Training Center 
	 FORMCHECKBOX 

	R & B Café Kitchen
	 FORMCHECKBOX 

	Classroom: _______________

	 FORMCHECKBOX 

	Nursery Room: ___________
	 FORMCHECKBOX 

	Conference Room
	 FORMCHECKBOX 

	Information Booth

	 FORMCHECKBOX 

	Transportation (specify vehicle): ___________________________
	 FORMCHECKBOX 

	Other: ___________________

	SERVICES REQUESTED

	Maintenance
	Guest Services
	Media Services

	 FORMCHECKBOX 

	Special Seating Setup
	 FORMCHECKBOX 

	Servers Needed (____)
	 FORMCHECKBOX 

	Sound System

	 FORMCHECKBOX 

	Special Equipment
	 FORMCHECKBOX 

	Hostesses Needed (____)
	 FORMCHECKBOX 

	Audio Taping

	 FORMCHECKBOX 

	# of Personnel Needed (____)
	 FORMCHECKBOX 

	Décor Needed
	 FORMCHECKBOX 

	Video Taping

	
	
	 FORMCHECKBOX 

	Décor Setup
	
	

	 FORMCHECKBOX 

	Other: __________________
	 FORMCHECKBOX 

	Other: __________________
	 FORMCHECKBOX 

	Other: ___________________

	REMARKS (Please explain in detail the specifics of this request; be as exact as possible)

	

	NOTE:  All requests must receive administrative approval before implementation. 

Place this form in the “Facility Request” bin in Helps Office or email to: facilityrequests@eilm.org 



	Signature:
	Date:

	FORM MUST BE SUBMITTED 4 WEEKS IN ADVANCE OF REQUESTED DATE.  IF FORM IS FOR A WEDDING or LARGE SPECIAL EVENT, IT MUST BE SUBMITTED 2 MONTHS IN ADVANCE.


	For Office Use Only:
	 FORMCHECKBOX 

	Approved 

As Is 
	 FORMCHECKBOX 

	Approved with Modifications
	 FORMCHECKBOX 

	Not Approved
	Date Rcvd: __________
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