RHCBC Space Setup Request Form

____________________________________________________

Instructions:

1. After you have booked a room from the Church Office, complete this form if space setup support is required from the Facility Ministry.

NOTE: Do not assume that the room(s) you’ve booked will be setup automatically. Conversely, completing this form does not reserve the room(s) for you – booking must be done through the Church Office.

2. Complete page 1 for all requests and other pages as required.

3. Submit the completed form to Derek Chan at least two Sundays before the event. It is advised that you also contact him to confirm that he has received the form and understand your request properly.

4. If this form is not received on time, it will be assumed that no support is required from the Facility Ministry.

Date(s) of setup required ____________________________
Time:  from __________ to _________

Type of Activities __________________________________
Affiliated Ministry _________________

Contact Person ____________________________________
Telephone ______________________

	Room #
	Tables and Chairs
	Set up
	Other Facilities
	Special Instructions

	
	(Quantity)

_______ Tables

_______ Chairs


	( lecture style (rows of chairs and table in front)

( banquet style (chairs around tables)

( arrange chairs in circle

( see sketch attached


	( TV System

( Overhead Projector

( Others _____________


_____________


	

	
	(Quantity)

_______ Tables

_______ Chairs


	( lecture style (rows of chairs and table in front)

( banquet style (chairs around tables)

( arrange chairs in circle

( see sketch attached


	( TV System

( Overhead Projector

( Others _____________


_____________


	

	
	(Quantity)

_______ Tables

_______ Chairs


	( lecture style (rows of chairs and table in front)

( banquet style (chairs around tables)

( arrange chairs in circle

( see sketch attached


	( TV System

( Overhead Projector

( Others _____________


_____________


	

	
	(Quantity)

_______ Tables

_______ Chairs


	( lecture style (rows of chairs and table in front)

( banquet style (chairs around tables)

( arrange chairs in circle

( see sketch attached


	( TV System

( Overhead Projector

( Others _____________


_____________


	


STAGE SETUP

Please ( the style required and mark detail requirements on the sketch below, if any.

(  No stage extension required:

(  Stage extension “A”:


[image: image1]
(  Stage extension “B”:


[image: image2]
(  Stage extension “C”:


[image: image3]
Special Instructions:

	

	

	

	


GYM SETUP

Please mark setup required for the Gym, if required:


[image: image4]
Special Instructions:

	

	

	

	

	

	


CHAPEL SETUP

Please mark setup required for the Chapel, if required:


[image: image5]
Special Instructions:
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