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The following flow chart highlights the key actions required to process a Building Use Application.  The green arrows show the most efficient path, while the orange arrows show procedures that may take additional time.  Please refer to the Building Use Application for additional requirements. 










The Church contacts the applicant to clarify information








The Church Secretary and/or Pastor writes current date and initials on bottom of application








Applicant picks up a Building Use Application at church or at www.AuburnUnitedMethodist.org





The Church Secretary and/or Pastor will review the application.





The application is deemed a Church Member Activity, a Church Function, or a short-term 501(c)(3) Non-Profit activity, but no rate reduction is requested





Application is Approved


The Church Secretary notes the appropriate data on the bottom of the application, and then contacts applicant to confirm approval.  Church Secretary contacts the webmaster to place applicant’s name, date, area of use, and time information on the church website.














The application is for a long-term 501(c)(3) Non-Profit activity, a Contributing Guest, or a rate reduction is requested








The Trustee Board will review the application.





Trustee Chair – Robb D Bonilla


Vice Chair – Larry Pritchard


Secretary – Pam Kirkwood
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Church receives the application via postal mail, hand delivery, or as a scanned & emailed PDF file








Application is Denied


The Church Secretary notes the appropriate data on the bottom of the application, and then (given a brief explanation for the application being denied) contacts the applicant.





The Church Secretary and/or Pastor review the application to ensure it’s filled out completely, appropriately, and contains the following (as required);


■ Signature				■ “Child Safe” Policy


■ Full Rate Payment		■ Certificate of Insurance


■ Special Request Information









































