Date Submitted_____________

CHAPEL PROGRAM SUPPORT AND FACILITY REQUEST 

TYPE OF PROGRAM 

PROTESTANT     FORMCHECKBOX 

CATHOLIC          FORMCHECKBOX 

SQUADRON        FORMCHECKBOX 
 

OTHER                 FORMCHECKBOX 

PROGRAM NAME:

     
CONTACT: NAME AND PHONE

     


DATE/TIME REQUIRED:

     

ATTENDANCE:

     



CHAPLAIN ASSISTANT SUPPORT REQUIRED:

YES                FORMCHECKBOX 
          NO                 FORMCHECKBOX 



RECURRING EVENT

YES    FORMCHECKBOX 
                                     NO    FORMCHECKBOX 



FACILITY REQUIRED (CIRCLE ONE):    CHAPEL    FORMCHECKBOX 
   ANNEX    FORMCHECKBOX 
    KITCHEN   FORMCHECKBOX 
    OTHER     FORMCHECKBOX 
 ___________

TITLE
COORDINATION
DATE COORDINATED

SPONSORING CHAPLAIN



PROTESTANT CHAPLAIN



CATHOLIC CHAPLAIN



FACILITY MANAGER



ENTRY IN FACILITY BOOK



NCOIC



WING CHAPLAIN



WEDDING INFORMATION

Name of Groom:

     
Denomination:

     
Phone:

     

Name of Bride:

     
Denomination:

     
Phone:

     

Name of Minister:

     
Home Phone:

     
Duty Phone:

     

Name of Unit/Squadron Commander or First Sergeant:

     

Commander/First Sergeant Unit Address and Phone Number:

     


Rehearsal Date:

     
Rehearsal Time:

     

Wedding Date:

     
Wedding Time:

     

PRIVACY ACT STATEMENT

1. AUTHORITY:  10 USC 8013

2. PRINCIPAL PURPOSE: To document request for reservation and/or scheduling of chapel facility.

3. ROUTINE USES: For individual(s) requesting use of the chapel facility, and also by chapel personnel to notify individuals that their request is approved/denied.  Destroyed after purpose served.

4. DISCLOSURE IS VOLUNTARY: Failure to provide required information could result in failure to obtain appropriate facilities/services in a timely manner.  

PLEASE READ AND SIGN REVERSE BEFORE SUBMITTING

General Information

1. To schedule use of the chapel facilities, a chapel request form must be typed or printed in black or blue ink, and be approved.

2. Proposed activities must be compatible with the mission of the USAF Chaplain Service and with the “Religious Use” nature of the chapel facilities.

3. No chapel facility may be scheduled for more than one year prior to the proposed event 

4. All weddings are subject to particular Faith Group requirements and are scheduled on a tentative basis until 90 days prior to the proposed wedding date.  See the Chapel Wedding guide for further details.

5. Pope AFB active duty religious services and programs take precedence over all activities/programs.

6. Smoking is not permitted in the Pope Chapel facilities. 

7. The use of alcoholic beverages, with the exception of those used in sacramental rites is prohibited.

8. For activities taking place on weekends, holidays, or after duty hours, keys may be obtained from the Facility manager, or from the NCOIC, Chapel Section on the duty day prior to the event.  Keys must be returned the first duty day following the event.  Chapel office hours are 0730-1630 (7:30 AM – 4:30 PM), Monday through Friday.  Keys issued are the sole responsibility of the individual listed on AF Form 1297.  Keys will not be duplicated or loaned to other individuals.

9. As the requestor you are responsible for the fire, safety, and security check prior to leaving the facility.  All preferable items must be secured.  If you are the last person to leave the facility, you must check the entire facility and secure it.  As project officer/ requester you will be held liable for any damage to the facility and/or equipment used.

10. If  you have used the chapel sanctuary, chapel annex, kitchen, or chapel grounds, at the close of your program or activity you are responsible for the following:

Chapel Sanctuary 

a. Assure that all hymnals and bibles are replaced neatly in the pews.

b. Assure that all bulletins, papers, and any trash are removed from the pews, pianos, and pulpits.

c. No food or drink is allowed in the chapel sanctuary.

d. Children must be monitored at all times.  Do not allow children to play in the pews or run in the aisles.   
Chapel Annex
e. Wipe off all tables and chairs. (Cleaning supplies are located under the kitchen sink)

f. Return all extra tables and chairs to the storage closet on the chair rack.

g. Replace remaining chairs and tables to the position in which they were originally found.

h. Trash containers must be emptied and the trash must removed to the back parking lot trash dumpster.

i. Vacuum or sweep floor.  (Requestor will be advised as to the location of the vacuum cleaner/ broom.

j. All electrical appliances (including coffeepots) must be turned off.

k. Only non-staining liquid refreshments may be served in the chapel annex. (E.g.. no red or purple punch may be served.) 
Kitchen 

l. Wash and dry any dishes or utensils used and replace neatly in the appropriate cabinet.

m. Stove, ovens, refrigerators, sinks and containers must be cleaned after use.

n. Pitchers, igloos, and coffeepots must be cleaned and placed on the countertop to dry.

o. Do not use or consume food and beverage items not belonging to your organization.

p. Any food items placed in the refrigerator must be marked with the name of your organization (PWOC, CYOC, Choir, etc.) and dated.  Items not marked are subject to disposal.
Chapel Grounds
q. Pick up any trash (including cigarette butts) and deposit in the trash dumpster.

r. Parking is restricted to authorized parking lot areas.  Do not park in reserved parking areas or directly in front of the facility.  

11. Failure to comply with these rules may result in the cancellation of any further use by your organization.

I have read and understand the above requirements: (sign & date)_________________________________  

