
 

BUILDING USE REQUEST FORM 

Organization Requesting Use 

Group Name    

Contact Person  Contact Phone #  

Contact Email  Contact Phone #  

Specific Details 

   

Brief Description of Usage:    

Dates of Need:   

Times Needed:   

Floors Needed:   

   

FOR OFFICE USE ONLY 

GENERAL SECRETARY SIGNATURE   

Approved Denied  

Fee for USE: Invoiced:  

 Invoiced Date:  

 Paid:   

 Paid Date:  

Applied to Calendar:   

*A signed copy of this form serves as an invoice and payment is due 30 days from date of use. Any 

cancellations not reported 15 days prior to the event will result in usage fee due. 


