
Mary, Queen of Peace Parish

Schedule Request

Please fill out all information requested below.  The scheduling process cannot begin until this form is submitted; once scheduling is completed you will be mailed a confirmation.  If key or equipment is needed, please fill out appropriate forms.

Today’s Date:




Name of Organization:





Name of Event:














One Time Only:


or What Frequency *?:







· (i.e. Daily, Weekly, Every Second Tuesday, etc.)

Any Exceptions to this Frequency?










· (i.e. certain dates, months, etc.) 

Date(s)event:














Actual Time of Event:

(AM/PM) Ending:

(AM/PM)#  Attending: 

Time  for Set-up:

(minutes)
TIME FOR CLEAN-UP __________(minutes)


Do you require:  Chairs #


Tables #




Equipment: (AV/Piano/Sound system/TV/VCR/Laptop Computer)








Food Storage: 


(If yes, please remove when meeting is completed)
Contact Person:














Phone (Home):



 2nd Phone :



 Email
___________________

Address:















Clean-Up Person:






    Phone: (Home):





Address:















PLEASE NOTE: If while cleaning up you notice anything exceptional, as in needing repair or attention by our facilities maintenance person,  please leave a a message, written or in our voicemail (425-391-1178, ext. 192). Thank you.

Office Use Only
Date Received:





Date Confirmed: 





Signature:






Signature:
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