Facility Use Request

APPLICATION:









Today’s Date:

Proposed Event Day & Date:
__________________________
Event Time: ___________________________

Event Planner:
______________________________________(member or guest)

Planner Phone #/email:
____________________________________________________________

Event Description:
_____________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Area Rooms Requested:


__Narthex,  __Library,  __ Nursery,  __Sanctuary,  __Fellowship Hall,   __Kitchen, 

__Youth Room,   __Upstairs Classrooms,   __Downstairs Classrooms, 

__playground,   __ball field,      __parking lot, _____________________ other)

Attendance Range:
___________

Adult/child ratio:
___________ 

Estimated # of Cars:
___________

Special Needs:
_______________________ (*Child Care, Wedding Coordinator, Pastor, Accompanist, Soloist, A-V technician, Parking attendants, Outdoor Power, Indoor Power,)

*Child care is offered for some church sponsored activities only

SPONSOR:

Sponsor & phone#:   _____________________________________________________________________

The sponsor must be willing to accept responsibility for unlocking the facility, safety and security during the event, and assure cleanliness and proper lockup after the event.  

CHURCH PROCESSING:

Properties approved:
_________   __________   __________     ________

Pastor(s) Approved:
__________________________________________________________________

Special Needs:
__________________________________________________________________

Approval Date:
__________________________________________________________________

Confirmed Sponsor Date:
___________________

Notified Planner Date:
___________________

Fee/Donation:
__________________________________________________________________
Certificate of Insurance Recvd:
________________________________________________________________
Notes:
__________________________________________________________________


__________________________________________________________________
Process for Facility Use Approval:

Contact Roxanne Lennon-Mandoki if nursery is needed.  She will schedule.

Properties Ministry and staff approval required for all events.

Elder approval required if ‘spiritual’ direction of event could be outside Covenant beliefs.

Leadership approval is required if planner is non-member OR if event is sizable OR if event may become recurring.

If any other event is occurring simultaneously – each group involved must be consulted. 

NORMAL DONATION CALCULATION:

(event leaders should perform their own cleanup and vacuuming after usage)

· Janitor receives compensation for special events

· Sponsor may be due courtesy of stipend

· Utilities and general building usage 

· Child Care workers (two per age group required) are usually compensated

· Wedding Planners are usually compensated

· Pastors usually receive stipend 

· Accompanist usually receive stipend 

· Soloist usually receive stipend 

· Aud/Vid techs usually receive stipend 

