
Calendar Item / Event Scheduling Request 

Today’s Date: 

Event Date: 

Responsible Party: 

Location/Room: 

Event Time: 

Phone: 

Set-up Prior:  30Min    1Hr   2Hr  ____________ 

From To 

Tear-Down:  30Min    1Hr   2Hr  ____________ 

Please use this form to place an event on the calendar and to schedule the use of a room. 

Event Title: 
 
Describe your event: 

 

 

 

 

Room Use Guidelines  --    The How-To and Expectations of ABC   
 

 Request the use of a room by filling out the “Room Use Request” form and turning it in to the office.  (Be sure to plan for enough time for set-up and teardown.) 

 Upon approval, the form becomes the contract or agreement that has been entered into with the name designated on the “Responsible Party” line.  This person is the 
“Responsible” party that is required to: 

1. Make arrangements in advance for access to the building and room.  (A temporary use key is available if needed.) 
2. Ensure that the room is used in a way that safeguards those participating in your event as well as the facility. 
3. If there are any spills during your use, then clean them up. 
4. If your group finds anything broken, or breaks something, notify the office as soon as possible. 
5. Make sure that the room is returned to its exact original condition. 
6. If it is necessary to adjust the temperature for your event, simply make your adjustment, but, be sure that the thermostat remains on the “prog” (program) 

setting (this allows temporary changes and then resumes programmed operation).  Do not put the thermostats on the “man” (manual) setting (this overrides 
the programmed settings and will maintain the temperature you’ve placed the thermostat on indefinitely). 

7. Make sure that anything used (tables, chairs, A/V equipment and etc.) are returned to their proper/original storage place. 
8. All storage areas and or containers should be left neat and organized. 
9. Empty the trash containers as needed (snack waste must always be emptied). 
10. Check the floor surfaces and clean as necessary.  The vacuum and mopping supplies are located in the Custodial Closet in the hall beyond the restrooms. 
11. Check the restrooms. 
12. Check the stalls and flush if necessary. 
13. Empty the trash receptacles if they are excessively full. 
14. Turn off the restroom lights. 
15. Turn off the lights to all main areas. 
16. Lock all of the doors…if you unlock them then relock them.  Even if you know that someone else is still in the building, never assume that they will lock up…you 

are the responsible party.   
 

Note:  Though you are ultimately responsible, we suggest that rather than “doing it all” you designate or enlist help to do as much as possible. 
 

Note:  You are responsible for returning the room you use back to its exact condition.  We suggest that you have one set-up/teardown crew…not one of each, so that the 
tear-down crew has actually seen its exact original condition. 
 

Note:   Approval to use one room allows access only to that room and not to that room and several others and whatever equipment may be in them.  No exceptions.  
Certain rooms or areas are designated under the control of the ministry housed there and always require special permission and possibly qualified personnel to use.  The 
following is a short list: 

 

Teen Center     Sound & Video – FLC  Women’s Ministry Room 
Basic Needs Building    Nurseries   Awana / KAT Office 
Kitchen     Main Church Office 

other 

other 


