—Facility Usage Request Application—
ST. JAMES THE APOSTLE PARISH | 480 S. PARK BLVD | GLEN ELLYN, IL 60137
No date is firm until approved and confirmed by the Parish Office. Fundraising events require additional application and approval.

A)APPLICANT/GENERAL EVENT INFORMATION

Organization: Event Name:

Event Supervisor: Email address:

B)EVENT INFORMATION | * Additional items required if answer is “yes” to questions with asterisk. Contact lisa@stjamesge.org

Start Date: End Date: Anticipated Noise Level OAVERAGE Oroup
Setup Begins: Oam. OpM. Will tickets be sold? Oves* OONoO
Event Begins: Oa.m. Op.m. Will alcohol by sold or served? Oves* ONO
Event Ends: Oam. Op.Mm. Does event serve unaccompanied

Cleanup Ends: Oam. Op.m. children and/or vulnerable adults?  Oyes* CINO

C)RECURRING MEETING | If mecting is recurring, please indicate dates and times above and frequency below:

EVERY (OR) DAY OF THE MONTH

OMonday OFirst OMonday

OTuesday OSecond OTuesday

OWednesday OThird OWednesday
OThursday OFourth OThursday

OFriday OLast OFriday

OSaturday OSaturday

OSunday OSunday

D)FACILITIES REQUESTED | * Prior permission required for usage of parish offices and/or school from lisa@stjamesge.org
OSebahar Hall 1 OChurch Parish Offices* School*
OSebahar Hall 2 ONarthex ODining Room OGym
OSebahar Hall 3 OChurch All OKitchen OGym Kitchen
OSebahar Kitchen OChoir Room OConference Room OOther:
OSebahar Back Hallway OYouth Room

E)SET-UP NEEDS | Scc reverse side for graphics with setup options

Will you use the default room setup? ~ OIYES ONO (PLEASE INDICATE PREFERRED SETUP ON REVERSE SIDE P>)

F)MATERIALS NEEDED | Plcasc indicate materials needed and number needed (when applicable)

ORound Tables # (60 round; seat 8; 16 total) ORoom Key (Sign out at Parish Office/Return to Dropbox)
ORectangular Tables # (8'x30”; seat 8; 23 total) OProjector (Sign out at Parish Office)

OSBH 2/3 Tables # (6x18”; seat 3; 8 total) OMicrophone

OLunch Tables # (Seat 16; 10 total) OPodium

ONarthex Tables # (6’x307; 2 total) OEasel

OHighboy Tables # (24" round; 10 total) OKitchen Items /Coffeepots (Refer to Kitchen Guidelines)
OChairs # (257 in SBHI; 73in SBH2/3)  OOther

ADMINISTRATIVE USE ONLY | Date Entered in Calendar Applicant Notified of Approval

FORM REVISED 6/24 | LMG



SETUPS FOR SEBAHAR HALL 1

Please indicate your preferred setup: ~ ODEFAULT ~ OTHEATRE ~ OHOSPITALITY — COCUSTOM SETUP

SEBAHAR HALL DEFAULT SETUP

CUSTOM SETUP FOR SEBAHAR HALL 1
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SETUPS FOR SEBAHAR HALL 2/3
Please indicate your preferred setup: ~ ODEFAULT ~ CJUNDIVIDED [DIVIDED OcusToM SETUP

DOOR 9 »

CUSTOM SETUP FOR SEBAHAR HALL 2/3
SEBAHAR HALL 2/3 DEFAULT SETUP
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