[image: ]  	NARTHEX SPACE REQUEST DISPLAY  		     Display Choice(s)___  2’  X  4’ Table
___  Easel
______ Poster/Flier
____ Window Display
  (8.5 x 11 or 11 x 17 -- 
Provide display flier to Office Manager)

 


                         Today’s Date:_______________________                                                                                                                              
                                                                                                                                                                                                                              
Dates Requested--First Choice:___________________________________________   
Second Choice:________________________________________________________
Describe purpose of display: ___________________________________________            Will you be soliciting money?____ selling
____ asking donations
____ collecting fees


____________________________________________________________________                                                                                                      
 Display will be staffed_______________  Display will be a static display_________
                                                                                                                                                                                                                                                                                                                                                                                                    
	Group:
	Must be a recognized parish organization or Ministry of the Pastor



Contact Person:  ________________________________________________________________________                                           

Phone:  ________________________________________  E-mail:________________________________

Once a date for a display has been approved you will be notified by the Office Manager.  The spot assigned will have a sign with your organization’s name on it.
Ground Rules for Narthex-Area Displays
Limits to Exhibitors:
· Fundraising and selling activities—must have prior approval of the Finance Council
· Parish assumes no responsibility for unattended money drops
· Maximum duration of booking exhibit/display space is three weekends annually
· Display positioning:
· Not more than one foot beyond edge of pillar, toward center of Narthex
· No blocking of access to fire pull alarm or extinguishers
· Display/Exhibit content and size:
· Consistent with Catholic moral and social teachings
· Compatible with Christian worship surroundings
· Not to exceed six feet in height, six feet in width, or three feet in depth
· Signs regarding the event must be pre-approved by the office manager, and generally cannot be placed on the walls or windows. Acrylic frames will be used or the material may be placed in the “Information Center” kiosk in the narthex.
·  Remove display materials before 4 pm on the last Sunday of your reserved time
· Be aware, during the week displays may be moved to accommodate events booked in the Narthex space
Limits for Each Weekend:
· Three displays may collect money (With pre-approval of the Finance Council)
· Space is granted on a first-come, first-serve basis
· The Sunday evening Mass will generally be unavailable for tables September through June due to Youth Ministry 





Office Use Only
Approved Dates:_____________________  Location Assigned:______________________
Confirmed with Applicant _____________
Table set-up scheduled with facilities____________________             
Office Manager____________________________________     Date______________________________________________														
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