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        NON-MEMBER BUILDING USAGE REQUEST

Please submit your request to the PPBC Office Administrator for review and pending approval by Space and Property and any other appropriate individual(s)/committee(s). Once received, PPBC will make every attempt to respond to your request as soon as possible or within two weeks. Priority will be given to PPBC services/events. Please review the PPBC Building Guidelines and Fee Schedule. We recognize that it is often difficult to project exact needs for an event planned months in advance. Please notify our office immediately at (254) 634-1013 of any changes to your scheduled event.
1. REQUESTOR INFORMATION
Name of person or Organization requesting use: ____________________________________________ Address: ____________________________________________________________________________
Primary POC: ______________________________ Phone Number: ____________________________
Purpose of request: ____________________________________________________________________
Date(s) of Event: ___________________________Set-up Date(s): _____________________________
Event time frame: From ____________ To ____________Set-up time (If applicable): ________________
Estimated Number of attendees: ____________________________

If you submitted a Wedding Request and are using a Professional Catering Service:
Catering Service Name _______________________________Contact Number______________________
If you submitted a Wedding Request and the PPBC Pastor will not be officiating the ceremony:
Officiator Name ________________________________Contact Number __________________________
2. CHURCH AREA(S) OF USE REQUESTED (Circle all that apply)
	Sanctuary – seating capacity 500
	Choir Room

	Choir Loft/ Pulpit Area
	Kitchen – food prep only; no cooking allowed

	Fellowship Hall – seating capacity 200
	Nursery – request based on staffing availability

	Classrooms(s)
	AV Booth – at lease 1 PPBC AV personnel required


3. FURNITURE / EQUIPMENT REQUESTED
Number of Tables: ____________ Number of Chairs: ____________ Podium: ____________________ 
Other Items (be specific of item and quantity): ______________________________________________
Audio Visual – Microphones (number): ____________ Use of Projectors and Screens: _____________
☐ Piano / Keyboard    ☐ Organ    ☐ Computer    ☐ DVD Player




PAYMENT, CANCELLATION POLICY & ACKNOWLEDGEMENT
All fees are to be paid in full one week prior to the event. Please make check or money order payable to: Pershing Park Baptist Church. Sorry, no credit cards are accepted.
Cancellations: PPBC must be notified 72 hours in advance prior to the cancellation of the requested event. PPBC reserves the right to cancel any request within 72 hours at its own discretion.
I acknowledge that I have received and read the PPBC Building Usage Guidelines and PPBC Fee Schedule.
Signature of Requestor ___________________________________Date ___________________

FOR PPBC OFFICE ADMINISTRATION ONLY
Request Submitted Date: __________________
Total Charges: $ _________________________
Date of Full Payment: ____________________________
	APPROVING AREA / REPRESENTATIVE
	ACTION / SIGNATURE

	Pastor / Asst. Pastor 
	Approve / Disapprove 

______________________________

	Kitchen / Fellowship
	Approve / Disapprove 

______________________________

	Music
	Approve / Disapprove 

______________________________

	AV
	Approve / Disapprove 

______________________________

	Space and Property 
	Approve / Disapprove 

______________________________

	Other
	Signature(s) of appropriate committee chair or representative

______________________________
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