FACILITY REQUEST FORM



BETHEL LUTHERAN CHURCH

810 Third Ave SE, Rochester, MN 55904

507-288-6430

FAX: 507-281-8731

www.bethellutheran.com
	
	Today’s Date
	


EVENT INFORMATION

	Name of Requesting Person/Organization
	

	Type of Event
	

	Non-Profit Organization?
	YES   FORMCHECKBOX 
 NO      FORMCHECKBOX 
                           

	Date(s) of Event
	
	
	Time of Event:
	Begin
	
	End
	.

	Time you need this space for set up/clean up:
	Before Event
	
	After Event
	

	Room/Space Requested
	
	Planned Attendance (#)
	


CONTACT INFORMATION

	Contact Person
	
	Work Phone
	

	E-mail
	
	Home Phone
	

	Address
	
	

	Electronic or Written Signature
	
	Position
	


SET UP INFORMATION

	Chairs Needed (#)
	
	
	Set Up Style:

	Tables Needed (#)
	
	
	 FORMCHECKBOX 
      Banquet

	Type of Table:
	Round
	
	Rectangle
	
	
	

	
	Seat 8
	Seat 10
	
	 FORMCHECKBOX 
     Conference

	Organ Use:     Yes   No
	
	

	PA System:
	Yes   No
	
	 FORMCHECKBOX 
     U-Shape

	Audio Visual Needs
	
	
	

	
	
	 FORMCHECKBOX 
     Classroom

	Use of Kitchen:
	Yes   No
	
	

	Reception Coordinator Contacted:
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
 No
	
	 FORMCHECKBOX 
     Auditorium

	Reception Coordinator:
	
	
	

	
	OTHER INSTRUCTIONS

	OFFICE USE ONLY
	
	

	Approval:
	 FORMCHECKBOX 
 Bryan  FORMCHECKBOX 
 Chris   FORMCHECKBOX 
 Other:
	     
	
	

	Added to Calendar:
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	Room used
	     
	
	

	FEES:
	Facility
	     
	
	
	

	
	Kitchen
	     
	
	
	

	
	Other
	
	
	
	

	TOTAL:
	     
	
	
	

	
	
	


