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Event Information and

Facility Use Request 
YOUR REQUEST IS APPROVED ONLY WHEN YOU 
RECEIVE A CONFIRMATION CALL OR EMAIL

(This form must be returned to info@orchardmchenry.org
 or turned into the church office before your event can be advertised)
Today’s Date:





Submitted By:

Name:  





          Phone: (home) 


______

Email:
  







 (cell)
  





Event Name:  _______________________________Orchard Ministry: 





Circle/Highlight:  One time event   or   Ongoing event

Date(s) of the Event:  



       Day(s): 







        (Example: Friday, every Friday, Wednesday through Friday)

Time (beginning and ending) :  






Give location if this event will not take place at The Orchard Church:

Orchard Room(s) Needed:                               Onsite Arrival Time for Set-up: ________________
( Worship Center                                  
( Family Ministry Center                                    Onsite Departure Time after Clean-up:  
_____
( Kitchen                                                              Please leave the space(s) in better condition than you found it.
( Classroom(s) [circle the room(s) needed] 

         100,  200,  300,  400

( Nursery






( Other rooms 



Audio/Visual Requests*:
(Need audio tech for this event 
(Need visual tech for this event 
(Would like a video recording of the event 
(Would like an audio recording of the event
(Would like photographs taken of the event

*These requests will be passed onto the appropriate team(s), 

and we will confirm with you on whether they will be available                            
for your event.
I would like the following advertisement:    
(Sunday announcement & the weekly church email   Circle: You provide   or   Church Office creates
(Facebook announcement                                          Circle: You provide   or   Church Office creates
(Sunday Morning Announcement Slide                      Circle: You provide   or   Church Office creates
Revised 7/2021 
768 Ridgeview Drive


McHenry, IL  60050


815.385.3410


www.OrchardMcHenry.org





Office Use Only: Approval Initials & Date


Pastor or Elder		 ________          _____/_____/_____


Office Admin.		 ________          _____/_____/_____


Audio/Visual Team Lead	 ________          _____/_____/_____


Janitorial Team Lead         ________          _____/_____/_____


Facility Team Lead           ________          _____/_____/_____











