
 

Event name  

Event date  

Event contact   

Phone number/ email  

Purpose of event  

Space Requested  

Number of people expected  

Needs Priest involvement?  Time?  

Actual time of event  

Set up time  

Person responsible for your set up?  

  

Expected take down and clean up time  

Person responsible for clean up/ Phone 

number 

 

Recurrent event?                                           Yes                           NO 

How often?  

Starting  

Finishing  

What do you need brought in  

(Tables, TV, etc.) 

 

Have you been recently taught by 

Tadeo to use the audio equipment?  

 

Mass Announcements? When?  

Bulletin announcements? When? 

(Please send them at least two weeks 

in advance)  

 

I have read and accept the rules for 

use of space.  Please sign 

 

For office use  

Approved by Father________________________________________________ 

Entered__________________________________________________________ 

Date returned to the office  

 

_____________________________________ 
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