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Building and Event Request Form
503.538.7468 fax 503.554.5858
gracebaptistchurch@gbcnewberg.org
Today’s Date 
Contact Person (in charge of event):     
 FORMCHECKBOX 
Staff    FORMCHECKBOX 
 Regular Attender     FORMCHECKBOX 
 Church Event     FORMCHECKBOX 
Other:       

Contact Information:
Phone      


Cell phone:      

E-mail Address:      
Preferred method of communication:      
Mailing Address:      
Event Details:
Event Date:     
Event Name:      
Number of people expected:       Description of event (describe “flow”) Please be specific:      



Event Start Time:     
Event End Time:     
Set up Time:      

Tear Down Time:     
Is this a recurring event? ie: weekly or monthly?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
 No

If yes, please list day of the week and dates requested:      
Event Needs:
Room(s) Requested: $50 Fee for non-church ministry use of the fellowship hall
 FORMCHECKBOX 
Auditorium   
 FORMCHECKBOX 
Fellowship Hall
 FORMCHECKBOX 
Kitchen   FORMCHECKBOX 

Conference Room
 FORMCHECKBOX 
Youth Room
 FORMCHECKBOX 
Nursery  

 FORMCHECKBOX 
Preschool Rooms (200 & 204) 
 FORMCHECKBOX 
Elementary Rooms (202 & 203)            
 FORMCHECKBOX 
Small Group room (205)
  

 FORMCHECKBOX 
Off-Site Event (see van request form)
Equipment Requested: *




 FORMCHECKBOX 
 TV/VCR or DVD   FORMCHECKBOX 
 Projector (you provide laptop)  
 FORMCHECKBOX 
 Overhead projector

 FORMCHECKBOX 
 Sound Equipment
Please specify:  FORMCHECKBOX 
 Microphone(s) 
 quantity? FORMDROPDOWN 

 FORMCHECKBOX 
 CD/tape

 FORMCHECKBOX 
 Other Needs - please specify: FORMDROPDOWN 
 
Our Worship Pastor, Bobby Gaither, will contact you to confirm our ability to provide the equipment. *You may be asked to pay for a sound engineer per our fee schedule.
SEE PAGE 2 to complete the form….
Date revised: 4/28/2009
Other resources requested:

 FORMCHECKBOX 
Round Tables, quantity:        
  
  FORMCHECKBOX 
Long Tables, quantity:     
 FORMCHECKBOX 
Green round tablecloths** quantity:       FORMCHECKBOX 
 Chairs, quantity:      

 FORMCHECKBOX 
White long tablecloths **
quantity:       
** You are responsible for cleaning costs: See Fee Schedule

Other resources requested (continued)


 FORMCHECKBOX 
 Paper plates
 FORMCHECKBOX 
 plastic silverware

 FORMCHECKBOX 
hot cups

 FORMCHECKBOX 
cold cups
 FORMCHECKBOX 
 Coffee

 FORMCHECKBOX 
 tea



 FORMCHECKBOX 
other kitchen items:  FORMDROPDOWN 

(See Fee Schedule for cost per person)
Will there be childcare at this building? ***

  FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No 


If yes, our Children’s Director, Diana Enkelis, will contact you prior to your event.
***GBC childcare policies are strictly enforced for any event taking place in our building. Please see copy of childcare policy.
Any other questions or needs that need to be met?
     
PLEASE NOTE:

· All requests are reviewed at the weekly staff meeting – Wednesdays at 9:00 am

· Event request form must be filled out at least 2 weeks in advance.  

· We will not consider your request until the form is completely filled in.
· All requests are secondary to regularly scheduled church activities
·  You may submit requests for the next calendar year in September of the previous year.
OFFICE USE ONLY: Staff person responsible for lock-up/security:

Pastor/Staff Authorization:


Date:

Date revised: 4/28/2009
