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August 21, 2009 


MEMO TO: 
Parish Organizations

FROM:

Father Snyder

RE:

Scheduling of Facilities

DATE:

July 30, 2009
Enclosed you will find the form to reserve meeting space beginning September 1, 2009 and ending June 30, 2010. I ask that you please return the form to the parish office by August 20, 2009 .Please address the form to the attention of Jen Schlegel.  She will confirm the rooms and times you have requested as soon as possible.

We will try to honor your requests whenever possible given the number of groups who use our facilities.  Please keep in mind that we have to consider many factors when assigning meeting rooms, including the maintenance schedule for cleaning.

When you list time of events, please indicate both the set up time and the actual meeting time so we can provide proper facility access to the buildings and so the meeting time and location will appear accurately in the weekly bulletin.  I request that everyone be out of the Parish Life and Education Center and the Parish Administration Building by 9:00 PM for reasons of security and maintenance.  

When you schedule additional meeting times during the year, you must submit your request to the parish office, whether it be via request form or email, at least one week in advance.  While we will be as flexible and as accommodating as possible, we may not be able to honor last minute requests.    I recommend that as soon as you have decided on a date(s) for your organization’s activities, submit the request form to the parish office for approval.  You will then know well in advance what is available, and the office staff will be able to serve you more efficiently.  

	PARISH ADMINISTRATION BUILDING
	PARISH LIFE AND EDUCATION CENTER

	John Paul II Room – 20 people
	Saint Joseph Hall (cafeteria) -200 people 

	Brindle Hall – Maximum 148 people 
	Bishop Dattilo Hall (gym)  

	Lee Horan Room – 30 people 
	Library – 40 people 

	
	Art Room – 30 people

	
	Music Room – 30 people

	
	Classrooms – 30 people 


I am enclosing a list of restricted dates.  Please refer to these dates and applicable rooms when requesting your dates and rooms to be scheduled.  Please notify all members of your organization of these dates.   I am also enclosing an updated copy of our facilities guidelines checklist, as well as the room reservation form.  Please review it with the members of your organization.

On Wednesday, August 26, 7:00 PM - 9:00 PM, there will be an Activities and Organizations meeting in Brindle Hall.  The purpose of this meeting is to discuss financial guidelines, youth protection, building use, and other items that effect all organizations which use our parish facilities.  Because of the important matters to be discussed, attendance of all presidents/chairs/sports’ coordinators or their representative is mandatory. 
Thank you for your cooperation.
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