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Coldwater United Methodist Church
Facilities Usage Request Form for Non-Church Related Activities
Today’s Date:______________________  Date(s)Requested:_____________________

Time(s) Requested: _______________________  until __________________________

            (Please include set-up and clean-up time, not just the time of the event.)
Approximate Size of the Group:______________
Name: _________________________________________________________________

Address: _______________________________________________________________

                ________________________________________________________________
Telephone: ______________________________ Cell:___________________________

Type of Event: __________________________________________________________
Buildings Requested:   ___ Sanctuary     ___Fellowship Hall

Equipment Requested:  ___ Sound System   ___ Projector   ___ DVD Player

                                          ___ Tablecloths      ___ Dishes
Fees for Non-members: 

$75 RENTAL and $75 DEPOSIT FOR USE OF THE SANCTUARY to be paid when key is picked up. Deposit will be refunded if all housekeeping tasks are completed by the party using the facility. 
$25 RENTAL and $25 DEPOSIT FOR USE OF FELLOWSHIP HALL.
$15/HOUR FEE for use of the audio/visual equipment. Payment will be made to a member of the sound team to operate the equipment during the event or rehearsals.
Please contact Jean Richerson at 270-753-8415 or Debbie Dick at 270-489-2203 to make reservations.

Active Members and Regular Attendees:
Rental and deposit fees do not apply to members and their immediate family (Parents, children, siblings) or to those who regularly attend our services. The fee must still be paid for use of the audio/visual equipment.
All users shall leave the facility as it is found.  Users should thoroughly clean up after themselves unless prior arrangements have been made to pay custodial fees.   A usage request form MUST still be filled out to ensure that there are no conflicts with church programs and so that the custodian can make sure the building is ready before the event.

Wedding and Event Rules
1. Nails, tacks, staples, and glue cannot be used to attach decorations to walls, ceilings or furniture. 
2. A runner must be used if live flower petals will be scattered in the aisle.
3. All decorations and personal property should be removed from the building immediately after the event, regardless of who will be cleaning.
4. Only non-drip candles may be used.

5. The use of the properties of Coldwater UMC is at the risk of the participants.  Coldwater UMC does not assume liability or responsibility for any participants of outside groups.  Coldwater UMC does not make any express or implied warranty of the premises, equipment, fixtures, or furniture.
6. Any damage to the facility or its fixtures will be repaired/replaced at the cost of the user.
7. Users shall not make changes in the church facilities other than simple table/chair arrangements.  The user is responsible for returning tables and chairs to their original location before leaving.
8. All children under the age of 8 shall be supervised at all times while using the playground equipment.
9. No smoking or tobacco use is allowed in any of our facilities.

10. Alcoholic beverages shall not be consumed on church property.

                           Coldwater United Methodist Church
Housekeeping Checklist
Church:
_____ Empty trash cans and put new bags in cans, if needed.

_____ All decorations and personal property have been removed.

_____ Furniture returned to original position.

_____ Carpet vacuumed.

_____ All spills cleaned up. 

_____ Lights turned off and doors locked.

Fellowship Hall:

_____ Empty trash cans and put new bags in can.

_____ All decorations and personal property have been removed.

_____ Furniture returned to original position.

_____ Tables and counters wiped off.
_____ Carpet vacuumed.

_____ Vinyl floors swept (and mopped if needed.)

_____ Lights turned off and doors locked.

_____ Table clothes taken to dry cleaner, if applicable.

_____ Dishes washed, if applicable.

***To Be Completed By Church Staff After the Event***
Inspected by: ___________________________________________________________

Tasks Completed? ______ Yes   ______ No

Key Returned? ______ Yes    ______ No

Deposit Refunded? ______ Yes ______ No      If No, please explain: ________________________________________________________________________
