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	BUILDING USE APPLICATION
	
	Date of Application
	     

	Please read the Building Use Regulation before filling out this application

	Group/Applicant
	     

	Address
	     

	City
	     
	Zip
	     

	Contact Person
	     
	Member of Auburn United Methodist? 
	 FORMCHECKBOX 


	Phone
	     
	Email Address
	     

	Date(s) of Event
	     
	Calendar availability online

	Event Start Time
	     
	Event End Time
	     

	Name of Event
	     

	Area of Interest
	
	Details About Your Group & Event

	Max occupancy noted. Annual renewal required
	
	See note 2 before choosing your group below

	One time use
	 FORMCHECKBOX 

	Use regularly
	 FORMCHECKBOX 

	
	501(c)(3) Non-Profit
	 FORMCHECKBOX 

	Church Member Activity
	 FORMCHECKBOX 


	Sanctuary (350) (
	 FORMCHECKBOX 

	
	Church Function
	 FORMCHECKBOX 

	Contributing Guest
	 FORMCHECKBOX 


	Fellowship Hall (189)(
	 FORMCHECKBOX 

	
	Approximate number of people attending

	Lower Hall (90)
	 FORMCHECKBOX 

	
	1-20
	 FORMCHECKBOX 

	21-50
	 FORMCHECKBOX 

	51-100
	 FORMCHECKBOX 

	101-150
	 FORMCHECKBOX 

	151+
	 FORMCHECKBOX 


	Meeting Room (12)(
	 FORMCHECKBOX 

	
	Most attendees will…

	Upper Lounge (49) (
	 FORMCHECKBOX 

	
	…arrive & stay in the building
	 FORMCHECKBOX 

	…be coming & going
	 FORMCHECKBOX 


	Lower Lounge (20)
	 FORMCHECKBOX 

	
	Your group has and will provide (attach to application)…

	Other
	     
	
	Certificate of Insurance
	 FORMCHECKBOX 

	“Safe Child” policy
	 FORMCHECKBOX 


	
	
	Poster or decorating request
	 FORMCHECKBOX 

	Table/Chair set-up info 
	 FORMCHECKBOX 


	Fee for Use
	
	Your group will…

	See note 2 regarding fees
	
	…serve food and beverages
	 FORMCHECKBOX 

	...need a key for access
	 FORMCHECKBOX 


	     
	x
	     
	+
	     
	=
	     
	
	Your group would like to use the…

	Fee per use
	
	Total number

of uses
	
	Kitchen use? (see note 5)
	
	Total
	
	Projection screen ‡
	 FORMCHECKBOX 

	PA system ‡
	 FORMCHECKBOX 

	Coffee maker 
	 FORMCHECKBOX 


	
	
	‡ – Available in Sanctuary & Fellowship Hall only     ( – Handicap Accessible

	

	I have read, understand, and agree to comply with all Building Use Regulations regarding the use of Auburn United Methodist Church facilities, and I enter into this agreement in good faith.

	Sign
	
	Date
	     

	Mail signed application to the Church, “Attn: Building Use” or place in the Trustee mailbox at the Church

	Church Officials Only
	Certificate of Insurance
	 FORMCHECKBOX 

	
	Approval
	Event Approval
(Contact Applicant)
	Yes  FORMCHECKBOX 


	Date Received
	     
	Trustee Review?
	Exp Date
	     
	Poster(s)
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	
	No  FORMCHECKBOX 


	Initials
	     
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Child Safe Plan
	 FORMCHECKBOX 

	Decorate
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Initials
	     


BUILDING USE REGULATIONS

Do you have questions…?  Visit www.AuburnUnitedMethodist.org and click on our Frequently Asked Question page!

1 –  Building use is; limited to approved area(s), based on availability at the time of application, contingent upon written approval of application, and available on Sundays 1pm–4pm.  Submitting an application two weeks in advance and a timely notification of your cancelled activity is appreciated.  Review of an applicant’s signed application begins upon receipt of full rate payment and required documents noted in these regulations.  The Church will notify the applicant in a timely manner if service changes are required.  The Church reserves the right to refuse or alter usage at any time.  Re-applying is required yearly, to extend or alter use, or due to a significant change in approved services.
2 –  Rates are primarily for Contributing Guest activities and are limited to approximately four hours maximum usage of each area, including set-up and cleaning time.  Rate exceptions; 501(c)(3) Non-Profit organizations (with valid tax ID number), and/or discretionary Church Member Activities that do not further a profitable enterprise (club meetings, classes, birthday parties, etc.) are exempt from rates, but are asked to make a minimum per-use donation (noted in parenthesis below) to defray custodial and utility costs.  The Contact Person noted on page 1 must be a member of the Church for rate exceptions to apply.  Activities that are recognized by the Administrative Board of the Church (Church committee meetings, bible study, Sunday school events, ministry, etc.), involve in United Methodist District or Conference activities, or otherwise directly support the mission of the church are Church Functions and therefore exempt from all fees.
	Fee Schedule Ш
	Sanctuary
($50)
	Fellowship Hall ($50)
	Lower Hall

($30)
	Meeting Room

& Lounges ($15)

	One Time Use
	$200
	$225
	$150
	$25

	Monthly Use† – Once a month
	$175
	$175
	$110
	$25

	Bi-Monthly Use† – Twice a month
	$100
	$150
	$90
	$20

	Weekly Use† – Once or twice on weekdays
	$80
	$125
	$50
	$20

	Weekend Use† – Weekly on Saturday or Sunday
	$80
	$125
	$50
	$20

	Weekend Use† – Weekly on Saturday & Sunday
	$50
	$100
	$40
	$15

	Daily Use† – Three to five times on weekdays
	$30
	$80
	$20
	$15

	Every Day Use† – Seven days a week
	$30
	$50
	$10
	$10

	One Week – One time use, for five weekdays
	$400 total
	$550 total
	$450 total
	$100 total

	One Weekend – One time use, for one weekend
	---
	$350 total
	$250 total
	$40 total


† – Rate reflects a minimum six month commitment    Ш – Rates do not reflect use for weddings (see “Wedding Guide”)

3 –  Applicants that have insurance and/or a policy that addresses child abuse prevention (“safe child” policy) must include a current valid copy of their certificate of insurance and/or a “child safe” policy with their application.
4 –  Applicants wanting to post banners, yard signs, flyers, posters, pamphlets, and/or any type of signage or decoration using metal or adhesive based fasteners on Church property must receive permission to do so prior to their event.  A copy of all postings and a brief description of your decoration requests must be included with application.
5 –  Use of kitchen sinks, refrigerators, countertops, coffee makers, microwave, and drink & coffee cups, is complimentary.  Use of kitchen cooking appliances, dinnerware, or cooking hardware is an additional $50 per day.

6 –  Smoking is permitted in designated area only.  Alcoholic beverages and gambling is prohibited on church property.

7 –  Usage includes set-up and clean-up time. Upon conclusion of your event; Please clean to original cleanliness or better (including kitchen ware, and cigarette butts), ensure that all attendees have exited the building, all windows and doors are closed and locked, and all lights have been turned off.  Compliance contributes to future application assessment.
8 –  Auburn United Methodist Church (Church) is not responsible for damage to, or loss of personal property or for injuries sustained on Church property.  Any incurred damages shall be borne by the applicant.  The applicant also agrees to properly supervise his or her function, and agrees to be liable for all costs for injury or damages to persons or property.
Mail signed application to the Church, “Attn: Building Use” or place in the Trustee mailbox at the Church
April 2010 X2
Page 2

