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FACILITY USE Request Form
General Information:

Request submitted by: ______________________________________________


Address: _________________________________________________________


Telephone: _(______)__________________________


Are you an active member of Grace Church?   ( Yes
    ( No


If ‘no,’ who is your Grace Church member sponsor?  _________________________________










Member’s Name


Requested date of building use: ___________________________


Type of event: _________________________________________________________________


Time of event: _______________ Request Church be open from __________ to ____________


Approximate number of people attending event: ____________

Rooms requested for use: ________________________________________________________

Please note:  A cleaning fee of $25 is required for all rentals  
Grace Church Facility Use Policy:


In order to ensure good stewardship of the facility God has given to this congregation, and to properly meet the 
needs of the community, the following policies will govern the use of the church property.

1. Use of the church is limited to between the hours of 7:00 A.M. and 10:00 P.M.

2. Members or non-members (with a member sponsor) requesting use of the church shall complete this form and receive written confirmation before scheduling and promoting a program, activity or meeting in the church. 

3. The use of all church rooms/areas and equipment must be noted on this form.

4. Moving furniture throughout the church must be approved in advance by the Church office.

5. All furniture or decorations, if moved, must be returned to its original position at the conclusion of the activity. (Additional fees may be charged if the furniture is not returned to its position.)
6. Arrangements for the preparation of the Fellowship Hall must be made through the Church office.
7. When decorating, no nails or tacks may be used on walls, furniture, or equipment. When hanging items on the walls only the use of painter’s tape or sticky tack can be used.  No duct tape, masking tape, scotch tape or any other tape is allowed.

8. No food or drink is permitted in the Sanctuary. Please leave our facility as you found them, especially with regard to cleanliness.  Clean up after yourself and empty trash cans. Please empty trash into the containers outside the kitchen door. 

9. Smoking is only permitted outside and must be disposed of properly.  No alcohol allowed on the property.

10. There will be no ball playing allowed in the building. Please keep all outdoor games and toys outside.

11. We ask that you do not use glitter in the Fellowship Hall.

12. Please have the utmost respect and care for our building and equipment.  Please use equipment as it is intended to be used and be careful to use our building in ways that will protect it from damage or defacement.
13. Please restrict your use of the building to areas and equipment you have permission to use. Our offices, classrooms, sanctuary, etc. are filled with furniture and equipment that should not be disturbed.  Please respect this and use only the areas and equipment of the church you are here to use.  Please plan ahead, bring what you need, and seek permission to use church items you may need.  
Departure Checklist (if using Fellowship Hall):
___ Wipe down all countertops
___ Wipe down any tables used in Fellowship Hall

___ Wipe out microwave (if used)

___ Wash, dry & put all dishes away

___ Place dirty dish towels in bin
___ Empty all garbage and place bags in trash cans located outside of kitchen door

___ Sweep floor (broom is located in Janitor’s closet)

___ Take all leftover food/snacks/drinks that you brought

___ Make note of any items/supplies getting low

___ Make sure all kitchen equipment is turned off

___ Make sure all lights in kitchen, hallway, bathrooms, and fellowship hall are turned off (except where marked in the fellowship hall)
Rental Fees for Facility (non-members):


Please check all areas you wish to rent for your event.

__X__CLEANING FEE ($25)

____ Use of Sanctuary ($150)


____ Use of Fellowship Hall ($150)


____ Use of Kitchen ($50)


____ Use of Classrooms ($50)


____ Use of Sound Technician ($50)



Special equipment/furniture requests: _______________________________________________
Your total fee will be    $______
*Please note: A deposit of $50 will be due within 10 days of when the reservation was taken in order to hold your date. This amount will be deducted from your total amount, which is due on the day of event. Final payments can be placed in the slot in the church office door.
There are no rental fees for church members.   Donations are accepted.
Required Signatures:


Please read this form in its entirety.  Once completed you may:

Complete this form electronically and email it back to us stating “I agree to the terms and policies of the 
Special Event Building Request form”.  This will serve as your completed agreement.

Or


Complete and sign this form and mail/deliver to the church office.

(This form, and the $50 deposit, must be to back to the church within 10 days after the reservation was taken)

I have read the Grace Church Facility Use Policy and agree to honor the rules set forth in this document.
_________________________________

_____________________

Signature




                             Date
Return completed form:
Church Office- Grace EC Church




151 Earl Stoyer Drive, Schuylkill Haven, PA 17972
     
+ + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + + +  + + + + + + + + + + + + + + +++++++

Office Use Only

Received by: ____________________________________ Date: _____________________

Approved By: _________________________________________   Date:________________


Comments: ___________________________________________________________________________________

Amount $____________
Check #___________
Facility Use Form for 2024


