REQUEST FOR SET–UP

FELLOWSHIP HALL

SALISBURY PRESBYTERIAN CHURCH

 

Requests need to be made as soon as the event has been approved through the church office so that adequate time is given to persons in the church to meet your needs.

 

DATE OF EVENT:  ___________________  STARTING TIME OF EVENT:  ________________________  

 

TYPE OF EVENT:  _______________________________________________________________________

 

SET-UP DATE TO BE COMPLETED BY:  ______________   TIME OF DAY NEEDED:  ______________

 

TOTAL HOURS OF USE:  ____________________

 

PERSON IN CHARGE:  ____________________________________  PHONE:  ______________________

 

E-MAIL:  ______________________________________  CELL OR WORK PHONE:  _________________

 

HOW MANY TABLES ARE NEEDED?  _________________  CHAIRS?  ___________________________

 

NAMES OF OUTSIDE VENDORS CONTRACTED FOR THE EVENT:

 

COMPANY NAME:  ______________________________________________________________________

 

NAME OF CO. CONTACT:  ___________________________  PHONE:  ____________________________

 

COMPANY NAME:  ______________________________________________________________________

 

NAME OF CO. CONTACT:  ___________________________  PHONE:  ____________________________

 

COMPANY NAME:  ______________________________________________________________________

 

NAME OF CO. CONTACT:  ___________________________  PHONE:  ____________________________

 

Please indicate if you will need the following items, however, you will need to make arrangements with the proper committee to use this equipment and you are responsible for its set up and placing back in proper storage area.  SOUND EQUIPMENT?  ________  PROJECTOR/SCREEN?  _______

 
PLEASE COMPLETE THE BACK OF THE FORM FOR AND SPECIFIC INSTRUCTIONS FOR SET UP OF TABLES AND CHAIRS OR PARTITIONS.

 

TODAY’S DATE:  __________________

 
___________________________________

Your signature
 

 

 


FOR OFFICE USE ONLY


 


Date Received:  ______________________			Copies given to appropriate parties: 


 


Approval Given On:  __________________			__________ Building and Grounds


								__________  Office File


Approved By:  _______________________			__________ Housekeeping








