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2100 Nashville Pike, G allatin, TN  37066 
Telephone:  615-452-4952     Fax:  615-452-4900 

GENERAL REQUEST FORM 
 

In order to reserve building space or calendar tim es please com plete the follow ing form  and subm it to the 
church office.  The inform ation w ill be review ed, and you w ill be notified of approval or reason for denial.  
Thank you. 
 
Please m ark one:  B uilding      C alendar (to put event on calendar w ithout reserving space) 

 

Please com plete all inform ation requested 
 

D ate Subm itted: _______________________________  Request taken by: _____________________________ 
 
Requested by:: _______________________________      C ontact Num ber: ______________________ 
 
Nam e of Event: __________________________________________________________________________________ 
 
C hurch Event?:   Y or N  (If Non C hurch Event a fee is required.  Typically $25 per hour except W eddings.) 

Church Events are typically hosted by church members for church members.  
 

Facilities Requested:  W orship  C enter        Student C enter          C lassroom      Room  # ______ 

Gym          C afeteria        K itchen  

 
D ay of W eek: ________________  D ate:_________________  B egin Tim e:__________A M  PM    End Tim e ________A M /PM  
 

D ecorating/Prep  Tim e Required?  Y or N     If yes, w hen? _________________________________________________ 
 

Set Up  Required? Y or N  If yes, m ust attach a draw ing  of table/chair layout.  Please note if 
tables/chairs w ill need to be m oved from  other areas) 
 
K ey Needed?  Y or N  If yes, give arrangem ents for giving and returning key.___________________________ 
 

_________________________________________________________________________________________________ 
 
 

Special Instructions: ______________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

 

Office Use 

Review ed By: ___________________________________________________ D ate: _______________ 
 

A pproved         D enied  Reason: _________________________________ 
 

A dded to C alendar as Tentative________ A dded as A pproved__________ 
 

D istribution: 
O riginal –C ustodian (Setup)                                  C opy-(File)                                                        C opy-O riginator (Info)  


