St Augustine’s Reservation for Use of the Chapel:

Applicability: This form must be completed by all non affiliated groups or individuals who wish to use one or more rooms at St. Augustine’s Chapel.  Assignment of room is subject to change due to availability, and special Chapel events.  Submit request to the church Office at least 2 weeks before the event date. Meet with Chapel staff representative at least 1 week before event to review use procedures.

Organization/Ministry: ________________________________________________________
Event Name: _________________________________________________________________
Reservation by: ______________________________________________________________
Date(S) of Meeting _______________________________________   
      Beginning___________________  Ending ____________________
Time of Event:
   Setup time: ______  Event Start Time _______ Event End Time: ______ 
   Cleanup Time: _______
 Number of Persons Expected: ________

Room(s) Requested (You may be assigned another room depending on availability and size of event) 
__________________________________________________________________

 Contact Person: ________________________________________________________
Home Phone:  ______________________ Evening Phone: __________________________________
    Cell Phone: ________________  Day Phone ______________________________
    Email: __________________________
You are responsible for:
· Setting up and returning room to its original set up 

· Emptying trash 
· Turning off all lights 

· Kitchen/room clean up 

· Check and lock doors as instructed. 

 

PLEASE DO NOT LEAVE LEFTOVER FOOD OR DRINKS IN ROOM OR KITCHEN
