[bookmark: Internal_Church_Ministries_Room_Request_][bookmark: First_Presbyterian_Church_of_Cranbury]INTERNAL CHURCH MINISTRIES ROOM REQUEST APPLICATION
FIRST PRESBYTERIAN CHURCH OF CRANBURY
Thank you for submitting your room reservation request. This process helps us coordinate scheduling, confirm availability, and support the needs of all church ministries while ensuring good stewardship of our shared space.
[bookmark: Reservation_Request_Information]Reservation Request Information
Date of application: 	 Name of Group/Committee: 	 Event Description: 	 Requested Room(s) and Spaces (check circles that apply):
0Fellowship Hall  0Library  0Room #1  0Classroom #   0Kitchen 0McKnight Room
0Bathroom 0Other (Description: 	________________________)
Date(s) and Time(s) of Use: 		_ Expected Attendance: 			 Church Member / Staff Member point of contact: 		 Phone Number: 	Can this number receive texts? 0Yes 0No
Email: 	
Furniture/Kitchen/Storage requirements:
· Tables (Number and type: 	)
· Chairs (Number: 	) Do you require a loaner key? 0 Yes 0 No
Additional Comments, Notes, Instructions, or Requests:
________________________________________________________________________________________________________________________________________________________________________________________________________________________

FOR OFFICE USE ONLY
Key # 	 Issued By: 	 Date: 	 Key Returned Date: 	 Deposit Refunded by: 	 For Office Use Only
Approved by B&G and Session: [image: ] Date: 	

Provided to Applicant:
· Kitchen & Facility Use Policy and Departure Checklist 
· Fellowship Hall Use Policy and Departure Checklist 
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