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GRACE COMMUNITY CHURCH

BUILDING USE FORM

Please schedule your event at least four weeks ahead of time to ensure the date you want is available.  Do not announce your event until the availability of the date has been confirmed.  If you are requesting use of the facility for a wedding, you must obtain a complete packet from the Church Office.  

Date Submitted:      
Event:  
     
Event Date(s):         

Day(s) of Week:  Mon.   FORMCHECKBOX 
  Tue.  FORMCHECKBOX 
   Wed.  FORMCHECKBOX 
   Thu.  FORMCHECKBOX 
   Fri.  FORMCHECKBOX 
   Sat.  FORMCHECKBOX 
   Sun.  FORMCHECKBOX 

Time Facility is Needed :       
(starting and ending)

Ministry:        
Contact Person:  Name:          Phone:      
No. of People Attending:  Adults:          Children:       
Who will be supervising children:       
(children must have adult or babysitting age supervision if not with parents or group)

Rooms Needed:   (please mark the attached building outline of rooms needed)

Building Entry:       
Using Kitchen:
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No


Supplies needed:
Quantity


 FORMCHECKBOX 

Cups
     

 FORMCHECKBOX 

Dinner Plates
     

 FORMCHECKBOX 

Dessert Plates
     

 FORMCHECKBOX 

Bowls
     

 FORMCHECKBOX 

Forks
     

 FORMCHECKBOX 

Spoons
     

 FORMCHECKBOX 

Knives
     

 FORMCHECKBOX 

Napkins
     

 FORMCHECKBOX 

Table Cloth
     
You will be responsible to clean the kitchen after usuage (see attached sheet).

Audio/Visual Equipment Needed:

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No

(Please list any needs or equipment of the church that you will be using and who will be operating the equipment)

Certificate of Insurance needed

 FORMCHECKBOX 
   Yes

 FORMCHECKBOX 
  No

(Outside Groups only)

ACTIVITY PLANNING:

If you have a set up and decorating committee please list the dates and times your committee will need access: (this is very important information for planning)

     
Your Clean Up Committee:

     
Room Arrangement:

Number of table(s) you will need:       

What tables are you planning on using:       
Number of chairs you will need:       

What chairs will you be using:       
(Your group will be responsible for setting up the tables you need and returning them to their proper rooms or storage.  The tables in the rooms have their room numbers on the underside.  Likewise with any chairs that you use, you are responsible to put them away or back to their proper rooms.)

CUSTODIAN:

Our custodian is not responsible for set up or tear down for ministry or event activities.

He will have cleaned the entire building by Fridays at 5:00PM and does not return until Monday.

If your activity is on Friday evening or Saturday you are responsible to clean so that the building is ready for Sunday Worship.  Communication and special arrangements might have to be made with the chair set up group for your activity and if it is late on a Saturday you might have to set the chairs.  These will be discussed according to your event and times.

Approved:   ___________________________     Date:  ______________________
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Please indicate areas requested:

Exterior Buildings:

White House
 FORMCHECKBOX 

Trailer #1a
 FORMCHECKBOX 

Trailer #1b
 FORMCHECKBOX 

Trailer #2
 FORMCHECKBOX 

Outdoor Play Ground
 FORMCHECKBOX 

Original Building:

Chapel 
 FORMCHECKBOX 

Lobby
 FORMCHECKBOX 

Kitchen
 FORMCHECKBOX 

Nursery
 FORMCHECKBOX 

Toddler
 FORMCHECKBOX 

107
 FORMCHECKBOX 

109
 FORMCHECKBOX 

Pantry
 FORMCHECKBOX 

104
 FORMCHECKBOX 

106
 FORMCHECKBOX 

108
 FORMCHECKBOX 

Family Life Center:

Atrium
 FORMCHECKBOX 

Storage
 FORMCHECKBOX 

Stage
 FORMCHECKBOX 

Gym/Multi
 FORMCHECKBOX 

110
 FORMCHECKBOX 

111
 FORMCHECKBOX 

112
 FORMCHECKBOX 

113
 FORMCHECKBOX 

Lobby
 FORMCHECKBOX 

Resource
 FORMCHECKBOX 

Second Floor:

Cry Room
 FORMCHECKBOX 

Sound Room
 FORMCHECKBOX 

Cat Walk
 FORMCHECKBOX 

210
 FORMCHECKBOX 

211
 FORMCHECKBOX 







