	TABLE DISPLAY REQUEST


Please print or type

	Requested by    
	Ministry  


	Contact Number 



	Name of Event


	Dates for display


	Start Time 


	End Time



	Table Requested for

( Display                            ( Sign up or registration                          ( Other: refreshments
	

	Foyer Location

   FORMCHECKBOX 
 Chapel         FORMCHECKBOX 
  Hope Center          FORMCHECKBOX 
  Harvest Community Center     FORMCHECKBOX 
 Fellowship Hall                       

   FORMCHECKBOX 
  Other3    set up in the center of the entry square around the plants _________________________________________               Room _________                                 


	Table Layout and Request 

	QTY ______  6 ft tables      

QTY ____   8 ft tables             draped and skirted  
QTY              round  tables        draped and skirted

QTY _____  chairs 

Please make plans to drape any tables that are being used.  

Draping in black is made available by request only for a fee to cover service and cleaning.  Please submit payment for draping with this form.  You may however, provide your own draping.  

DRAPING FEES

	Drape only  $5 each
	Draping and Skirt $12  
	

	Notice of Agreement:
You are responsible for manning your table and providing decorative items for it. Moving church displays or plants to assist in your display is forbidden without prior permission. Please plan to bring all items you will need, including pens or paper.  Back stock for brochures or products should be out of sight and the table should be presentable at all times.  You are personally responsible for all items left on the table or left at the facility.  Any thing left after the table use has expired is subject to being discarded without notice.  Please remove all items that you deem valuable and discard any that you no longer need.
I understand the above: 
________________________________________________  Date:  _____________

Signature of responsible person.


	FOR ADMINISTRATIVE USE ONLY

	      FORMCHECKBOX 
  Approved                FORMCHECKBOX 
  Approved with Modifications                                FORMCHECKBOX 
 Denied

	Signature from Facility Manager


	Date



