Event/Meeting Request Form
Today’s Date:______________________________________________________________
Event/Meeting Name:	

Contact Person Name:	

Contact Person Phone and Email:	

Date & Time requesting:	
Secondary Date & Time:______________________________________________________

Will this be a one time use or recurring event/meeting:	

If recurring, please note day and ennd date:	

Number of People:	

Event Description & pertinent information (is it open to the public): (use back of form)

Room requested(Name & # see next page for information):	

If you are using the hall will you need the kitchen:	

 I HAVE READ THE POLICIES & PROCEDURES PAGE

******Please note this is just a request form. Someone from the office will be in touch with you to confirm the approval.

Also, events or meetings may be bumped (canceled) due to funerals or other special events but we will notify you asap to discuss other possibilities.


Office Use:

Room assigned	Date & approval

Rooms





	Name
	Room #
	Floor Location
	Seating

	St Amelia(room off coffee room)
	1
	1st
	10

	St Brigid
	2
	1st
	20

	St Charles Borromeo
	3
	1st
	15

	St Gabriel Conference
	7
	2nd
	20

	St Hedwig
	8
	2nd
	10

	St Isidore
	9
	2nd
	10

	St Joachim
	10
	2nd
	10

	St Kateri Tekakwitha
	11
	2nd
	10

	St Katherine Conf. Rm
	11
	2nd
	20

	St Luke
	12
	2nd
	10

	St Monica
	13
	2nd
	10

	St Norbert
	14
	2nd
	10

	Cornerstone
	
	Basement
	

	Hall
	
	Basement
	

	[bookmark: _Hlk205221727]Knights Room
	
	Basement
	20

		Church
	
	
	



	
	1st 
	



Policies & Procedures
· All trash must be removed at the end of your event/meeting and placed inside of the dumpster.
· All areas must be swept and clean
· If furniture is moved please put back in the same manner it was found
· Please be respectful of others around you and the church space being mindful of your noise level
· If using the kitchen:
· Massachusetts Health Department requires that a ServeSafe person MUST be present whenever food is being prepared and served
· No one under the age of 16 in the kitchen area
· All pans and utensils must be washed in the proper manner, as ServeSafe requires, and put back to its belonging
· NO food left behind, take whatever you have left over
· Please review the whiteboard in kitchen for clearer instructions
· Make sure all lights are turned off
· Windows and doors are shut properly & locked
