ROOM RESERVATION  - CALENDAR SCHEDULING

Please submit this form to Lesleigh Anello, Building Manager, via the following methods:

Email:  Lesleigh_Anello@msn.com*** Fax: 219-838-0702***Drop Off at Church***Regular Mail
The date will not be scheduled until you have received confirmation from Lesleigh.

Day & Date of Event:_____________________ If Ongoing Event – insert ending date ____________________

Beginning Time of Event: __________AM/PM 
Concluding Time of Event: _______________AM/PM

Room to be reserved:           1st Choice___________
2nd Choice_____________ 

While we try to accommodate your choices, it is necessary to assign rooms that work best for the number of people attending and the amount of tables and chairs needed – please keep this in mind when confirmed.
Group/Organization:______________________________   Number of People attending event:__________

Name of Event/Activity:_____________________________________________________________________

Event Contact Person:______________________________________         Phone:______________________

E-mail address:_________________________________________________________________________
Mailing Address:____________________________City:_________________State:________Zip:_________

Today’s Date/Date Form Submitted: __________________Submitted By: ___________________________
Comments/Notes______________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________
* The event contact person will be in charge of clean-up. *
ROOM ARRANGEMENT

Draw a sketch of how you would like the room arranged: Use the back of this form.

# and type of tables needed__________________________  long or round           # chairs needed__________ 

Is Set up needed?: _________Yes/No

Special Time for Set-up (if decorating, etc.) _________________________________

Rooms are normally set-up the evening prior to an event.  Non-Church activities will be assessed a building set up/rental fee according to WPC policy.

*Other Special Requests, such as audio/visual equipment, kitchen equipment, etc.
____________________________________________________________________________________________________________________________________________________________________________________
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