
Immanuel Lutheran Church  
Request for In-Person Meeting 

Name of Group: ____________________________     Today’s date: ___________________ 

Host Name: ___________________________     Host Phone: __________________________ 

Host Email: ________________________________________ 

Meeting Date: ________________ Start Time: ___________   End Time: ____________ 

Will this be recurring?   Yes        No                Estimated number of participants ___________ 

If recurring, note ongoing dates/times: ___________________________________________________ 

Spaces your group will use (please check all) 

Fellowship Hall 

Restrooms off Fellowship Hall  

Gathering Area 

Upstairs Restrooms 

Elevator 

Old Fellowship Hall 

Sanctuary 

What does the group plan to do?  

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

Note that during the pandemic the Fireside Room, both kitchens, and the restrooms off the old Fellowship Hall 
are temporarily closed.  

Please submit your form to the church office at ImmanuelAlmelund@gmail.com at least two weeks prior to 
your desired meeting date. You will be notified within one week whether your date is approved or if we will not 
be able to accommodate your request. Don’t plan that the space is available until you are notified.  

On the day of the meeting the host is asked to enter the building through the kitchen door using the key in the 
lock box if the building is locked. The host can then unlock the northwest entrance off the parking lot using the 
L wrench attached to the door. The host should set out a new contact sheet at each doorway specifically for 
the meeting. Participants are asked to enter through either the northwest entry off the parking lot or the kitchen 
door and sign in as they enter. When the gathering is concluded the participants should leave through the 
same entrance they came in and sign out. The host is asked to lock the doors that were unlocked, submit a 
Post-Meeting Report with sign in sheets for their meeting attached, and make sure lights are turned off.  
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