BROOKWOOD BAPTIST CHURCH
Request for Use of Facilities by a BBC Member
for Non-Church Activity or Event

· Use of the church facilities for non-regular church program activities must be arranged well in advance through the church office, followed by the completion of this form that must be submitted at least two weeks prior to the event date.  
· Upon approval by the Director of Operations, the event will be placed on the church Calendar of Events.  
· Your completion of this form indicates your assumption of the responsibility for the facility when used outside normal working hours, including security of the building during and after the activity, and turning on and off lights and other utilities.  
· A key to the facility will be issued only to the church member making the request.  Please return the key within 48 hours following the event.  
· Room arrangements and set-ups are the responsibility of the person or group making the request.  If your event requires a special set-up, please submit a drawing or diagram in addition to this form.   Special furniture or equipment needs should be arranged at the time this form is completed and submitted.

· If no special set-up is required, you must leave the meeting room(s) in its original set-up or arrangement. 
· Please make sure that all leftover food products and trash is properly disposed of.  
· Please note that regular and special programs of BBC will always take precedence over requests.
· No commercial or profit-making organization will be granted use of the facility.

Please complete this form by typing in the shaded areas.  After completion, please save it and then email it as an attachment to melindaw@brookwood.org at least two weeks prior to the event.  You may also fax the completed form to 205-967-0481 or mail it to BBC, 3449 Overton Road, Birmingham, AL  35223.

NAME OF CHURCH MEMBER MAKING THE REQUEST:      
DATE OF REQUEST & SUBMITTED: (month/day/year)      
CONTACT PHONE NUMBER:         EMAIL ADDRESS:      
NAME OF GROUP OR ORGANIZATION:      
DATE(S) NEEDED: (month/day/year)       
TIME ACTIVITY BEGINS:       (be sure to indicate a.m. or p.m.)
TIME ACTIVITY ENDS:       (be sure to indicate a.m. or p.m.)
PLEASE DESCRIBE THE EVENT:      
ROOMS NEEDED (PREFERRED LOCATION):      
INDICATE NEEDED EQUIPMENT:

# OF TABLES      
# OF CHAIRS      
OTHER NEEDS (BE SPECIFIC)      
OTHER PERTINENT INFORMATION OR INSTRUCTIONS:      
Signature of Responsible Church Member: ___________________________________________
(If you are submitted this form via email, your transmission will indicate your acceptance of responsibility).
__________________________________________________________________________________________

FOR OFFICE USE ONLY

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

                                                                                                                Facility Staff
BBC 02/27/06


