Christ the King Room Request Form 2010-2011

	Today’s Date:
	
	
	

	Event Name:
	
	Sponsoring Group:
	

	Event Date (requested):
	
	Day of the week:
	

	Time Requested (including set up / clean up):
	
	Type of Event:
	

	Actual Time of Event:
	
	Rooms desired and reason -if applicable:
	

	Number of Participants:
	
	Will a fee be charged for the event?
	

	Is this a one time or a recurring event?
	
	If it is a recurring event, please list additional dates requested:
	

	Is this a Liturgical or Sacramental Event?
	
	If yes, a Liturgical Use Form must be completed.

	Will you be using the sound system in the Worship Space (if applicable)?
	
	Do you have a person trained on the sound system to run it for you?
	

	Will your event be noisy?
	
	If your event will be especially noisy, please consider booking space to provide a sound buffer between your event and others who may be using the Church or Parish Center.

	Will there be childcare or other activities involving children under the age of 18?
	
	If yes, the Diocese of Lansing requires that adult in charge of childcare needs to be Virtus trained. Please list them below.  

	Name(s) of Virtus- trained Adult(s) in Charge of Childcare (if applicable):  
	
	

	Will food or drinks be served?
	
	No red punch, dark grape juice or alcohol other than wine is permitted.

	Are you requesting permission to serve wine?
	
	

	Other specific needs:
	
	Please be specific. Do you need tables, chairs, coffee pot, TV, projector, sound equipment, etc?

	Contact Person:
	
	The contact person should be a parishioner and is responsible for unlocking and locking up, cleanup, equipment, etc.

	Phone Number(s):
	
	

	E-mail:
	
	

	Additional Comments:

(Attach additional pages if necessary)
	


	For Staff Use Only

	Approved by:
	
	Date:
	

	Additional Scheduling Comments: 
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