Christ Church

Room/Event Request Procedure
For Members
Process

1. Call the office for the Event Request Form.  Fill out and return.
a. Dates and rooms will be checked for availability

2. Confirmation will be given along with: Event Detail Form (please return at least 2 weeks prior to event)
a. This form will include dates for verbal and bulletin announcements, brochures, signups etc. and a detailed list of equipment/furniture you want to use.

b. The deacons/office staff will check availability of the equipment. 

c. When all the above is completed then this information will be processed.

d. The deacons/office staff will then work with you on advertising and the deacons will work with you regarding equipment and set up needs. (This doesn’t mean they will do the work – just coordinate it.)
