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The Room Church Facility Access Request Form
Form Purpose
Use this fillable template for requesting building access and/or room reservations. Submit completed forms to the church’s email at theroomchurch21@gmail.com or in person to Janay Coles (Building Operations Lead) for approval, typically at least two weeks in advance.
All emergency requests and/or requests less than 2 weeks must contact Janay directly at janayw@yahoo.com
Requester Information
Full Name: ___________________________________________________
Ministry Name: _______________________________________________
Contact Phone: ______________________________
Email:  _____________________________________
Date of Request: ___________________________
Access Details
· Access Requested 
· Building/Facility (Specify room (s)/areas: ______________________________
· Outside (Specify location)
· Purpose: ____________________________________________________________
____________________________________________________________
(Briefly explain ministry need, event details and set-up needed if applicable)

· Event Start Time:  ______________________________
· Event End Time:    ______________________________ 
· Access Time    	       ______________________________
Church Approval
· Approver (Operations, Pastor): ________________________________
· Approved: ☐ Yes ☐ No Date:  ___________________________________
· Notes/Conditions: ____________________________________________
__________________________________________________________________
(example: Ensure area is left clean; access to sanctuary is prohibited etc)
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