Trinity Lutheran Church
935 West Bigelow Ave.
Findlay, Ohio 45840
419-422-2641

Activity Date:

Room Requested:

Building Reservation Request

Requestor Information:

Name of Organization:

Purpose of Event:

Contact person (name & address):

Email address

Home phone #

Date requested: Start time:
Number of participants: B End time:
Set-up date: Set-up time:
| Equipment/supplies needed: Specific room instructions:

e lectern

¢ Sound system B

¢ Overhead projector

e Screen

e VCR/TV/DVD

e Extension cords

e Other

Office Use Only

Date received

Request approved

Date donation received

Suggested donation

Key? Forward to Council?
Check-out condition Checked by:
Notes:

Emergency contact numbers: Church office: 419-422-2641

Custodian: 419-722-4484

e No alcohol or tobacco products are allowed on the church grounds.

e Trinity Lutheran Church reserves the right to refuse any request or terminate any agreement for actions or

intent that is deemed inconsistent with its mission and confession of faith.

» Trinity Lutheran Church reserves the right to move/cancel said group if a church event/program needs the

space reserved by second party.

| have read the requirements for using the facility and agree to payment of

and the responsibility of cleaning and re-setting the rooms.

Signed:

Date:




Trinity Lutheran Church
Departure check list

The following list will help you have a successful conclusion to your event.
We hope you enjoyed using our facilities and hope to see you again in the future.
Please follow the detailed check list to ensure the facility we left in your care is clean.

Please remember while in our building, you are in God’s house.

| Fellowship Hall

Done

Comments

| Are tables and chairs clean?

Has the room been put back in order?

Are all decorations removed (no tape left)

Have the floors been swept?

Were spills wiped up or mopped?

Has the trash been taken to the dumpster?

Have trash bags been replaced?

Is all equipment put away?

Are all the lights turned off?

Are the doors all secure? (if you are locking up)

Are all windows closed and locked?

If using_plastic tablecloths, please wipe them off
and let them air dry before re-folding.

Kitchen area

Have you wiped all countertops?

Comments

Are all dishes & utensils washed & put away?

Have you cleaned all food out of sinks?

_ls the coffee pot turned off?

Are all burners and ovens turned off?

_Have you swept the floor?

Has the trash been taken to the dumpster?

Have you replaced the trash bags?

Are all recyclables in the recycling bins?

Restrooms You are not asked to clean the
restrooms, but note any problems please)

Comments

Toilets/stalls

Water running?

Toilet paper

Trash cans

Please return this form to the custodian or the church office at the completion of your event with

your check for

Checked by:

to cover the rent for the use of the facility.

Date and Time:




