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	   Central Baptist Church Pretoria

	 
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	   Request Form for the use of Facilities

	 
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	
	FUNCTION DATE 
	
	REQUEST DATE
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	A  -  Personal / Organisation Details
	
	
	
	
	
	
	 

	 
	
	Name
	 
	 
	 

	 
	
	Telephone No.
	 
	Fax no.
	 
	 

	
	
	email address:
	

	
	
	Time of Function
	
	Duration of Function
	
	

	 
	
	Type of Function
	 
	
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	B  -  Venue
	
	
	
	
	
	
	
	
	
	 

	 
	
	Chapel
	 
	 
	
	Hall
	 
	 
	
	
	
	
	 

	 
	
	Coffee Bar
	 
	
	Lower Hall
	 
	
	
	
	
	 

	 
	
	Committee Room
	 
	
	Sanctuary
	 
	 
	
	
	
	
	 

	 
	
	Deacons Vestry
	 
	
	Kitchen
	 
	 
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	C  -  Facilities Required
	
	
	
	
	
	
	
	
	 

	 
	
	Items
	Quantity
	
	Item
	Quantity
	
	Item
	Quantity
	 

	 
	
	Cups & Saucers
	 
	
	Glasses
	 
	 
	
	Chairs
	 
	 
	 

	 
	
	Dinner Plates
	 
	
	Jugs
	 
	 
	
	Tables - Large
	 
	 

	 
	
	Side Plates
	 
	
	Tea Pots
	 
	 
	
	Tables - Small
	 
	 

	 
	
	Dessert Plates
	 
	
	Urn
	 
	 
	
	Table Cloths
	 
	 

	 
	 
	
	
	 
	
	 
	 
	 
	
	 
	 
	 
	 

	 
	
	Dessert Spoons
	 
	
	Bain Marie
	 
	
	Microphone(s)
	 
	 

	 
	
	Knives
	 
	 
	
	Microwave Oven
	 
	
	Overhead Projector
	 
	 

	 
	
	Forks
	 
	 
	
	Stove & Oven
	 
	
	Screen
	 
	 
	 

	 
	
	Teaspoons
	 
	
	Refrigerator
	 
	
	Lectern
	 
	 
	 

	 
	
	Other - ( specify )
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	D  - Layout of tables/chairs etc 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	
	
	
	
	
	
	
	
	
	
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


PLEASE NOTE THE FOLLOWING IMPORTANT INFORMATION:

Consultations.  The caretaker can assist you once for 30 minutes without charge. Any further time will be charged at R75 per hour of part thereof.
Audio equipment.  Use of any of the church’s audio equipment (microphones/speakers etc) requires the services of a church-appointed sound technician and is not optional.
Cleaning staff.  Please note that the use of cleaning staff is not optional.  They set out tables and chairs as requested in the diagram overleaf, and clean up afterwards, but do not lay tables or attend to ad hoc tasks prior to weddings, etc, as they have full-time duties.

Booking and preparation of facilities.  Please note that the booking of facilities should take place well in advance of functions, to avoid clashes with church activities.  Details of layout and final numbers must be received at the latest, two weeks before the event to avoid cancellation of the booking.

Flowers.  The church does not provide flowers for weddings and funerals.  You are requested, therefore, to make your own arrangements in this regard, and to arrange for the removal of the flowers after the ceremony.

Confetti.  Throwing of confetti must be restricted to OUTSIDE the church complex in the parking area.  The use of rose petals is encouraged as an alternative.

Organist.  Only church-appointed organists may play the organ in the sanctuary.

Rehearsals.  Please note that the caretaker, sound technician, screen operator, organist or pianist required for rehearsals must be paid for their time at the specified rate.
TARIFFS on application
(Office hours, weekdays only 8:30am to 1:00pm – Tel 012 344-2523)
