ROOM RESERVATION
Scheduling Request Form

REQUEST TO INCLUDE USE OF:  
[   ] Gymnasium Area






[   ]  Kitchen Area       [   ]  Gas for stove






[   ]  Stage Area 
        
    




        (Requires special arrangement to






         move stage/sound equipment)






[   ]  Sanctuary 


         [   ]  Fellowship Hall



                           [   ]  Other _________________
Date Submitted ___________Request by ___________________________

Person Responsible ____________________ Phone __________________

Date of Event ______________ Organization _______________________

Type/Purpose of Event _________________________________________

Time of Event:  From ____________________ to ___________________

Number Expected _____________________________________________

For Office Use:

   _____ Approved and Scheduled:    As requested, except: __________________
   _____ Not approved:  Reason __________________________________

   Authorized Signature __________________________ Date __________

(Guest signature required on reverse side)
Fort Lee Baptist Church
2727 Charles City Road

Henrico, VA 23231

Phone:  (804) 222-9558

Fax:      (804) 222-9580

Email:   office@fortleebaptistchurch.org
The Family Life Center may be reserved for use by church members for birthday parties, showers, receptions, etc.  Regularly scheduled church events shall have first priority in the use of the building.  Outside, non-profit organizations shall be eligible for building use if a member of Fort Lee Baptist Church is affiliated with said organization and when the facilities are not being used by church groups and the purpose for use of the building is approved by the Pastor or the Deacons.

For groups larger than 75 people, there will be a $150 charge for custodial fees for cleaning of the Family Life Center.  There is an additional charge for cleaning after 8:00 p.m.  There is not a cleaning charge for groups less than 75 people provided that the facility is left clean and orderly.  However, if after an inspection, it is determined that the facility is not clean, the charge will be implemented.
NOT PERMITTED:

Propane tanks inside

Bouncy Houses 

Electrical extension cords in walkway

I have read and agree to the above rules:

______________________________________    Date:  ________________________

