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	DEPARTMENT OF THE AIR FORCE
HEADQUARTERS OGDEN AIR LOGISTICS CENTER  (AFMC)

HILL AIR FORCE BASE, UTAH




	HILL AFB CHAPEL

FACILITY REQUEST

	TODAY’S DATE:


	DATE(S) NEEDED:


	EVENT TIME:


	SET-UP/CLEAN-UP TIME:

	EVENT TITLE:  

	MAJOR FAITH GROUP:     CATHOLIC          PROTESTANT       OTHER:______________________        

                     BASE ORGANIZATION ______________________________

	DOES THIS EVENT RECUR:  

      WEEKLY      MONTHLY     EVERY       FIRST       

      SECOND      THIRD       FOURTH      LAST
	 PLEASE CIRCLE DAY OF THE WEEK FOR EVENT:

    MONDAY     TUESDAY    WEDNESDAY 

THURSDAY    FRIDAY     SATURDAY     SUNDAY

	REQUEST USE OF: SANCTUARY    BASEMENT     BASEMENT KITCHEN     ANNEX(RMS 4-9, 18-21)_________

ANNEX(Fellowship Hall/RMS 11-15)   ANNEX KITCHEN           OTHER:______________
                                                                   

	WILL BE USED FOR:  BIBLE STUDY             CHOIR                MEETING  

                   SOCIAL                  WORSHIP SVC          OTHER:____________________________

                   WEDDING (REHEARSAL DATE/TIME ______________) 



	EXPECTED ATTENDANCE:  
	DO YOU NEED A KEY ISSUED:    YES      NO 



	SET-UP REQUIREMENTS/REMARKS:

	Secular activities will not be conducted in the sanctuary. The sanctuary must be returned to neutral status upon completion of the service. Weapons are not permitted in the sanctuary.
Non-chapel groups need to be aware that chapel functions will take precedence over non-chapel activities.  A non-chapel group could be “bumped” if the room/rooms booked are required for a chapel function.

Wedding receptions will not be held in the chapel annex.

Alcohol is not permitted in the chapel/annex except for sacramental purposes.

I understand that I will be solely responsible for the setting up and taking down of our program.  I will ensure that the area(s) used will be cleaned, trash bins emptied, and all equipment returned to where it was originally located.  If we are the last group to use the facility, I will insure that all windows and doors are locked upon my departure.

By signing this I agree to the above and will comply with the policies and procedures of the Chapel Facility Utilization Letter (printed on the reverse of this request).

FAILURE TO COMPLY WITH THE ABOVE GUIDELINES WILL JEOPARDIZE YOUR ORGANIZATION’S FUTURE USE OF THIS FACILITY.



	REQUESTOR’S PRINTED NAME & ADDRESS/ORGANIZATION:


	SIGNATURE:
	HOME/DUTY PHONE:



	
	
	E-MAIL (FOR CONFIRMATION):



	FOR COMPLETION BY THE CHAPEL STAFF
	DATE
	INTIALS

	SPONSORING CHAPLAIN
	APPROVE/DISAPPROVE
	
	

	FACILITY SCHEDULER
	
	

	NON-CHAPEL EVENTS ONLY

	NCOIC, BASE CHAPEL
	RECOMMEND

APPROVAL/DISAPROVAL
	
	

	WING CHAPLAIN
	APPROVE/DISAPPROVE
	
	



 August 2006
MEMORANDUM FOR ALL PERSONNEL

FROM:  75 ABW/HC

SUBJECT:  Guidelines for Chapel Facility Utilization

1.  We count it a privilege to allow you the use of our facility.  As you use the facility we ask that you do your best to help us keep it looking like new.  Here are some guidelines to assist you in this endeavor: 


a.  Vacuum ALL carpets and sweep ALL floors.


b. Empty ALL trash into the Dumpster, which is located at the end of the sidewalk outside of the door nearest, the fellowship hall kitchen.


c.  Place ALL tables, chairs and other items that were moved back in their original position.  Wipe ALL tables and chairs with a moist cloth to remove all residues.


d.  Wipe down ALL kitchen countertops and wash ALL dishes.  Dry them and place them in their respective cabinets.  The kitchen sink and dish drainer, with the exception of the coffeepots, should be empty when you leave.


e.  Turn off the coffeemaker.  Remove and wash the coffeepots before placing them in the dish drainer.  Again, this should be the ONLY thing in the dish drainer when you leave.


f.  Ensure that ALL lights are turned off.  


g.  Ensure that ALL exterior doors are locked and properly secured.  Doors do not always lock when they close.  Give them a push, or a pull, to be sure that they are secured

2.  By helping us in these areas, you will not only be ensuring that the chapel facility stays preserved for others to use, but that your privilege of future facility usage is secured as well. 

3.  Additionally, if anyone from your group will be working or interacting with minor children (under 18) in the chapel facilities, you will need to ensure those individuals undergo a criminal background check.  If you are unable to prove that this has been accomplished, use of the facility will be suspended.

4.  Thank you for your support and adherence to these policies.  We hope that the chapel facilities will serve you well.
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