Franconia UMC Building Use Request Form (rev. 11/07)
Please complete this form and save it in a Word document. Email the completed document to admin@franconiaumc.org)

Today’s Date:       Your Name     
Organization Requesting Use:      
What is the nature of the event?     
Name and Contact Info for the Key Holder (must be on-site and responsible for clean up and security):
     
When is room needed?  (important: indicate time for set up and clean up if needed)

 FORMCHECKBOX 
One time only:  Date         Set up time         Event starting time     
Clean up completion time      

 FORMCHECKBOX 
Ongoing, starting date     



 FORMCHECKBOX 
Weekly:  


     Day(s)          Set up time          Event starting time     
Clean up completion time     
 FORMCHECKBOX 
Monthly: 

     
     Day(s)          Set up time           Event starting time          Clean up completion time     
 FORMCHECKBOX 
 Other (please specify)      

     Day(s)            Set up time           Event starting time  FORMCHECKBOX 

Clean up completion time     
What room/rooms and equipment are requested?


 FORMCHECKBOX 
Cokesbury Hall (capacity 132) Note: does NOT include the large kitchen


 FORMCHECKBOX 
Stage Room (capacity 81)


 FORMCHECKBOX 
Sanctuary (Note: does NOT include the sound system or handicap elevator)


 FORMCHECKBOX 
Handicap Elevator (Sanctuary only)



 FORMCHECKBOX 
I am a member of FUMC and need to be trained to operate the handicap elevator



 FORMCHECKBOX 
I am a member of FUMC and have been trained to operate the handicap elevator



 FORMCHECKBOX 
I am not a member of FUMC 

  FORMCHECKBOX 
Sound System (must be an FUMC member and be trained to operate the sound system)



 FORMCHECKBOX 
I am a member of FUMC and need to be trained to operate the sound system



 FORMCHECKBOX 
I am a member of FUMC and have been trained to operate the sound system



 FORMCHECKBOX 
I am not a member of FUMC 


 FORMCHECKBOX 
Small Kitchen


 FORMCHECKBOX 
Large Kitchen (must be an FUMC member and complete Kitchen Use Form)


 FORMCHECKBOX 
Other (please specify)     
For Church Use Only: This request does not conflict with the church  calendar: ________________________________________


    





            Signed, Church Secretary                             Date

_____Approved 
Signed:____________________________________________________________  Chair, Board of Trustees





_____Denied
Date:_____________________________________

Cokesbury Kitchen Use Request

(FUMC members only)

A.  RESERVATION INFORMATION:

Intended use:  

 FORMCHECKBOX 
pot luck (Complete Section B)     
 FORMCHECKBOX 
meal preparation  (Complete Section B)  NOTE: Fairfax County Fire Code prohibits the cooking/frying of “grease-laden” products (bacon, sausage, hamburgers, etc.) in this kitchen due to its limited exhaust system. 

 FORMCHECKBOX 
serving light refreshments – not using appliances (Complete Section C)

· Number being served:  FORMCHECKBOX 
 (NOTE:  the current china/flatware inventory will serve a maximum of 90 people)
· If you have questions about the kitchen during your event, please contact a member of the kitchen committee (numbers are posted on the kitchen bulletin board).

Name and phone number of your Event Kitchen Manager (the person who will be on-site and responsible for the proper use/clean-up of the kitchen and completion of checklist): 

Name     

 FORMTEXT 
     

Phone     
B.  USE OF KITCHEN FOR POT LUCK OR MEAL PREPARATION:
Prior to the event, the event kitchen manager agrees to the following:

1.)
Complete kitchen equipment orientation with a member of the kitchen committee (date completed:     ); if kitchen equipment orientation has not been completed, please contact Margaret Welch (703-971-9033) or Sharon Sheldon (703-971-0950) to secure training.

2.)
Adhere to the established kitchen use/appliance cleaning guidelines as posted in the kitchen;

3.)
Complete the clean up checklist found on the kitchen bulletin board (near light switch) to confirm all clean up items were addressed.

I (we) have read and agree to follow the above guidelines for use of the Cokesbury Kitchen. 

Signature of requestor/ Signature of Event Kitchen Manager:      
Today’s date:         
C.  USE OF KITCHEN FOR SERVING ONLY:

Use of the kitchen for “serving,” implies that kitchen use for your function will be limited to light receptions (cake and coffee, punch or cookies).  No appliances will be operated during your event.  You must complete the clean up checklist found on the clipboard next to the kitchen door to confirm all clean up items were addressed. 

 I (we) have read and agree to follow the above guidelines for use of the Cokesbury Kitchen. 

Signature of requestor/ Signature of Event Kitchen Manager:      
Today’s date:         
