ST JOSEPH CHURCH AND SCHOOL
FACILITIES SETUP REQUEST

Requesting Ministry/Dept.:

Today's Date:

Event/Meeting Details:

Date of Meeting/Event

Set-up to be Ready By (Approx time): am or pm

Description of of Event

Contact Name

Contact Phone Number and/or email

Has Room Already Been Reserved? (If not, Call 588-8456 and speak to Pat Peters

Start Time

End Time

to reserve a room/location 1st)

am or pm
am or pm
Event Location (Check 1 or more of the Locations already Reserved):
Church Gym
Carew Hall Upper School Classroom #

Lower School Classroom #

Rectory Room A
Rectory Room B Parking Lot (Outside Event) :I

Other Equipment Necessary - Please Complete Attached Diagram to Assist in Getting an Accurate Set-up

Chairs #
Tables #
Lectern Yes No (Circle One)
Video Yes No (Circle One)
Audio Yes No (Circle One)
Send Requests to: Ed Grieb (Rectory or email to esgrieb@gmail.com)

Facilities (Clemente - mailbox in the Rectory)



ST JOSEPH CHURCH AND SCHOOL
SCHOOL GYMNASIUM
FACILITIES SETUP DIAGRAM

Please diagram as accurately as possible the location and # of Tables and Chairs
If Tables/Chairs are req'd, please use boxes I:lto show approx. location of tables and # of chairs inside the box
If only Chairs are required (auditorium style) please show # of rows, chairs per row and approx. location.

STAGE
ENTRY Entry

ENTRY DOORS




ST JOSEPH CHURCH AND SCHOOL
CAREW HALL
FACILITIES SETUP DIAGRAM

Please diagram as accurately as possible the location and # of Tables and Chairs
If Tables/Chairs are req'd, please use boxes |:|to show approx. location of tables and # of chairs inside the box
If only Chairs are required (auditorium style) please show # of rows, chairs per row and approx. location.

Kitchen STAGE
Entry
Entry
(with
elevator
access)
Classroom
New Closets
Under
Construction
Classroom

Entry Doors




ST JOSEPH CHURCH AND SCHOOL
FACILITIES SETUP DIAGRAM

Please diagram as accurately as possible the location and # of Tables and Chairs
Use the are below to diagram any events NOT in the Gym or Carew Hall

Note; Classroom desks, Tables and Chairs Should be Used as is and should not be moved

If Tables/Chairs are req'd, please use boxes |:|to show approx. location of tables and # of chairs inside the box
If only Chairs are required (auditorium style) please show # of rows, chairs per row and approx. location.

Indicate Room or Location:




