USE THIS FORM FOR 

FACILITIES, CHURCH SUPPLIES, DISPLAYS, VEHICLES

	Today’s Date:

	Your Name:
	Contact Number(s):

	Purpose:


FOR CHURCH SUPPLIES AND/OR VEHICLES:

	Date of Use:

	Description of Need:

	

	Pickup Date:
	Time:
	Return Date:
	Time:


FOR FACILITIES AND/OR DISPLAYS:

	Date of Use:
	Begin and end times:

	Description of Need:

	

	Access to building needed at:
	AM / PM


	Must have Team Captain signature prior to submitting form to the office.

	Team Captain:                                            
	Date:                                

	Office Signature:
	Date:


YOUR RESPONSIBILITY CHECK-LIST

	1.  For facility and vehicle keys, and/or pick up of supplies, call the office - 934-2671.

	2.  Certificate of Insurance Form is required prior to facility use (non-ODC functions).

	4.   (Vehicle Use) Copy of driver’s license/insurance prior to use.

	5. (Displays) Make tables neat and eye catching; black table covering is a great visual backdrop.


open door church - pastors tony and kathy peaks

816 kings fork road suffolk.va.23434 – 757.934.2691.info@odcsuffolk.com
CHECK LIST FORM

USE WITH FACILITY AND VEHICLES USE

CHECK OFF AS YOU COMPLETE EACH TASK













    √

	1. Clean and return all used items to original storage place.
	

	2. Vacuum/sweep all rooms used and hallway and returned to original set up.
	

	3. Make sure all Emergency Exit Doors are not blocked before, during and after event.
	

	4. Take out trash (even if trash container is not full) to dumpster.
	

	5. DO NOT leave any leftover food in kitchen/refrigerator.
	

	6. Reset temperature gauges winter/65 and summer/75.
	

	7. Turn off all lights.
	

	8. Check all doors.  Close inside doors, close and lock outside doors.
	

	9. If you used any linens/table cloths, return cleaned, folded and returned within 48 hours.
	

	10. If dish cloths/towels used please return cleaned and folded within 48 hours.
	

	11. Do not leave dishes draining in sink, please dry and put away.
	

	12. If stove/deep fryer/coffee makers are used, they must be cleaned and drained.
	

	13. Sweep and mop kitchen floors, and dump mop water.
	

	14. Counters/sinks wiped and cleaned.
	

	15. Check bathrooms, make sure toilets are flushed, empty trash.
	

	16. Return keys to office by placing in office folder in Ushers’ Closet unless office is open.
	

	17. Set alarm, if applicable, when leaving building.
	


IF VEHICLE USED:
	1.    Remove all trash and check to make sure there are no items left in vehicles.
	 

	2.    Lock all doors.
	

	3.    Return keys to office by placing in office folder in Ushers’ Closet unless office is open.
	


