MOST PRECIOUS BLOOD PARISH FACILITY REQUEST 

(Additional forms available by fax (303-756-5628) or email suzi@mpbdenver.org or eleanor@mpbdenver.org; please do not phone in your request)
Requests need to be made 10 days in advance of your request date
Date submitted _________________ Ministry/Organization Name: __________________________________________________

Contact: _______________________________________ Phone (Day) ________________ Phone (Evening) ________________

Address:________________________________________City_______________________Zip____________________________

FAX ____________________________________ E-Mail __________________________________________________________

Secondary Contact ____________________                     Phone (Day) __________  _    __ Phone (Evening) ____________      __

E-Mail:___________________________________________

· If requesting Parish Center space, please note that it can be configured into one large room, two rooms or four rooms. Indicate number of rooms needed or number of people.  In addition to your meeting room request, indicate if you need the kitchen or nursery.
· If scheduling weekly/monthly, please list dates, or if there is a set pattern; i.e., 2nd & 4th Tuesday, alternate Wednesdays, etc., indicate the beginning and ending dates and any exceptions (for example: Not during Christmas week, etc.)
· Under “Set Up” list number of chairs, round tables, long tables, table cloths, TV, VCR, podium, etc. You may be required to do your own set up and clean up. However, if your needs are similar to a previous set up on that day, the equipment will be left out for you.  One half-hour before and after will be scheduled in addition to your activity time. Do not include this in the “time” section unless you need additional time.
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Tablecloths- All tablecloths must be requested on this form.  It will be your responsibility to wash and return them to the Martha’s closet NOT to the parish office within 24 hours of your event.  Please ask for specific key for linens.
# Tablecloths round ________________

#Tablecloths long___________________

Additional Equipment:   Power strips #___________________
Audio (specify)__________________________________________________



Visual equipment (specify)______________________________  Other_______________________________________________________________
OFFICE USE:  Conflicts __________________ Scheduled by _______________ Date__________________________Confirmation:_________________
