BROOKWOOD BAPTIST CHURCH
REQUEST FOR USE OF FACILITY

Please complete this form by typing in the gray areas and submit via email a copy 
to melindaw@brookwood.org at least two weeks prior to the event.  
You may also print and fax this form to 205-967-0481.
Person Submitting Request:        Date Request Submitted: month/day/year      
Name of SS Class, Group, Ministry, etc.:     
Description of Event:      
Date(s) Needed: month/day/year      
Name of Responsible Person for Event:      
Contact Phone:        Email Address:      
Time Event Begins:       Be sure to indicate a.m. or p.m.
Time Event Ends:       Be sure to indicate a.m. or p.m.
Anticipated Number in Attendance:      
Rooms Needed/Preferred Location:       
Equipment Needed (Please Check and Indicate Quantity as Appropriate)


ITEMS





     QTY.

 FORMCHECKBOX 
 8-ft. Tables
     
 FORMCHECKBOX 
 Round Tables
     
 FORMCHECKBOX 
 Chairs
     
 FORMCHECKBOX 
 Podium

 FORMCHECKBOX 
 Dry Erase Board

 FORMCHECKBOX 
 Easel with Pad

 FORMCHECKBOX 
 Laptop with Projector (PowerPoint)

 FORMCHECKBOX 
 Projection Screen

 FORMCHECKBOX 
 Overhead Projector

 FORMCHECKBOX 
 TV-VCR Unit

 FORMCHECKBOX 
 TV-DVD Unit

 FORMCHECKBOX 
 PA System

 FORMCHECKBOX 
 Other (describe)      
     
TRANSPORTATION NEEDED (Drivers must be certified.)

 FORMCHECKBOX 
 Bus 1 (holds 15 passengers)

 FORMCHECKBOX 
 Bus 2 (holds 15 passengers)

 FORMCHECKBOX 
 Other (describe)      
______________________________________________________________________________________

FOR OFFICE USE ONLY

Date Received in Office: _____/_____/_____               Copies to:     Director of Operations

                                                                                                                Facility Staff

NOTE:


Please use additional sheet �to draw a layout or diagram �of desired set-up.  





ROUND TABLES FROM FELLOWSHIP HALL MAY NOT BE BORROWED FOR OFF CAMPUS EVENTS.








BBC 02/27/06


