Please tell us about you and your organisation –
	Name & address of your organisation
	

	Website [if not ABC & you have one]
	

	Your own details as the contact for your organisation or as the contact within ABC

	  Name
	

	  Mobile
	

	  Landline
	

	  Email
	

	Contact preferences

	How do you prefer us to contact you?
	Mobile / Email

	Are there any days and / or times in the day to avoid should we need to contact you?
	


Please tell us when you wish to use our church building, and what you will need –
	On what date / day* do you wish to come?
	

	If we can’t offer this date / day*, do you have an alternative?
	

	How long is your event?
	Start time:
	
	Finish time:
	

	* If this will be a regular event, please give us more details including -
	

	What is the purpose of your event in our building?
	

	What event activities do you plan to carry out in our building?
	

	What building facilities and resources will you need for your event:

	  The heating?
	
	

	  The accessible lift? **
	
	

	  Projection?
	
	

	  Sound / PA?
	
	

	  The kitchen?
	
	





	Some further information we would like to know –

	What time will you arrive to set up for your event?
	

	What is the latest time you would expect to vacate our building?
	

	If you require projection or sound / PA, will you bring an operator or do you need us to resource either?
	

	How many people do you expect to attend your event?

	  Adults
	
	

	  Children and young people
	
	

	
	

	Please tell us any other important information we should know about your request to use our building …
	[bookmark: _GoBack]


** The accessible lift provides access from the street level entrance up to the main room floor level. Otherwise, access from street level up to the main room involves climbing a small number of broad steps.
