Holy Name of Jesus

REQUEST FOR ROOM SET UP

Please give 24 hour advance notice.

Contact Person






Day Telephone




Today's Date





Date Set Up Is Needed





Please Circle One:
One-time Set Up

or

Weekly Set Up








If weekly, which day of the week?



Time set up needs to be available:



Time you will be done:





Which room is to be set up?





Number of Tables ________

Number of Chairs 
 
Other equipment needed (easels,


projectors, screens, etc):











We ask that all groups treat our Holy Name facilities with proper respect and care. Please clean up all garbage and remove any items you bring in with you. It is asked that each room be left in the same condition as you found it. Brooms, garbage bags, mops, etc. are available if needed.  Please help the Maintenance staff by stacking all chairs and turning off lights when finished in the room.  Children must be accompanied by an adult at all times. This rule applies even when children are going into hallways or the rest rooms. This rule is in effect for the safety of the children. 

In the box below, please indicate proper arrangement of tables and chairs and any other information that would be helpful to our  Maintenance staff.   Thank you.


