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I.  Statement of purpose, definition of terms, and extent of policy. This policy governs the 

use of the facilities of Hope Presbyterian Church, Inc. It is intended to assist individuals and 

groups wishing to use our facilities, by providing guidelines for use and identifying whom 

to contact for approval, scheduling and / or assistance. It provides a list of the various event 

coordinators, their job descriptions, and checklists to be used with specific types of event. 

This policy is not intended to be an exhaustive statement. The Church reserves the right to 

change this policy, or to vary its application, at any time and without prior notice. The 

Session (the Elders) of the Church retains ultimate authority over all matters involving the 

facilities of the Church, regardless of whether addressed in this policy. 

A. Definition of terms used in this document 

1. The Church, Hope Presbyterian Church, or HPC: Hope Presbyterian Church, Inc. 

2. The facility / facilities: The real estate, improvements, buildings, fixtures, 

equipment, and personal property owned by Hope Presbyterian Church, Inc., whether 

located at or adjacent to 2050 Peace Haven Rd., Winston Salem, NC 27106 or 

elsewhere. 

3. Church Administrative Staff: The office manager, coordinators, pastors, deacons, 

and other Church personnel identified in this policy. 

B. Extent of this policy 

1. Events covered by this policy. This policy applies to all individuals and groups 

wishing to use the facilities or any portion thereof, other than the Church itself for its 

regular ministry activities. Examples of activities to which this Policy applies are 

weddings, funerals, youth group activities, classes, lessons, recitals, concerts, 

seminars, community meetings, group meetings, art exhibits, receptions, parties, 

picnics, cookouts, playground use, and athletic activities. Please note that weddings 

are governed both by this policy and by a separate written Wedding Policy. 

2. Facility use time periods and priority. Any long-term use of the facility, other 

than by the Church itself for its regular ministry activities, must be approved by the 

Session or the Diaconate (the Deacons). Long-term use generally means an activity 

occurring on a regular daily, weekly, or monthly basis. In no event will the Church 

commit to making its facilities available for more than six months at a time; those 

wishing to use the Church beyond that period must reapply for permission, following 

the procedures set forth in this policy. Priority of use is according to the following 

hierarchy: 

a) Church ministry activities – Ministry activities of the Church have priority 

over all other uses. Church ministry activities include, but are not limited to, 

worship services; healing services; Christian education; prayer meetings; missions 

events; and the child care and support activities associated with the foregoing. 

The Church reserves the right to cancel, reschedule, reassign to another 

room, or otherwise modify (“bump”) other activities — even if such other 

activities were previously scheduled — when necessary to enable Church 

ministry activities. If a previously scheduled activity is cancelled at HPC’s 



 

 

facilities because it has been bumped, the Church will refund any fee paid for the 

bumped event. 

b) Member-affiliated activities – Events arranged for by members of the 

Church and their ministry in the community have next priority on a first-come, 

first-served basis. 

c) Community activities – Activities and events organized by persons or 

organizations in the community are welcomed, and have next priority. Such use 

generally is limited to occasional events such as weddings, plays, or presentations. 

Commitments beyond one month’s use of the property for these purposes 

generally will not be granted by the Church. Community activities lacking a Hope 

sponsor generally will be denied for more than a single event. 

d) Private lessons - Music, dance, or other arts-related activities involving 

lessons on a private or group basis conducted by a member of the Church have 

next priority. If these activities are for profit (i.e., the teacher charges a fee), the 

teacher will be required to pay a fee according to the fee schedule set forth 

elsewhere in this policy. Church facilities are not generally available for for-profit 

activities, and so the Church will closely scrutinize any request of this nature. 

II. Use of the facility. This section contains information on how to request the use of the 

facility, roles and responsibilities, keys and access, setup and cleanup, kitchen use, office 

and office equipment use, and alcoholic beverages. 

A. Requesting use 

1. How to contact the Church - The person or group representative requesting use 

the facility (the requestor) must contact the Church office by email 

office@hopechurchws.org In some instances, the person requesting use of the facility 

may serve the role of a coordinator as described in the list of coordinators; if you wish 

to coordinate your own event, please discuss this with the Church Administrative 

Staff. 

2. Be specific - When you make your request, be as specific as possible regarding 

applicable details including your name, what group or organization you represent if 

any, your contact information, what activities you plan to conduct, date(s), times, how 

many rooms, which rooms, how many people you anticipate will attend, whether 

furniture will be rearranged, etc. 

3. Include setup and cleanup time if applicable - If your event requires setup 

before the event, or take-down a cleanup afterward, be sure to include such time in 

your request. For example, if you want to reserve the building for a Friday morning 

activity and want to set up Thursday evening, your request must include the Thursday 

time. Setup and cleanup for your event may affect other uses of the facilities, and the 

Church may deny or limit your request accordingly. 

4. Use the calendaring system - The Church maintains an online calendaring 

system, which may assist you in selecting available dates. Note, however: Requesting 
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or reserving a spot via the online calendar is not a substitute for compliance with this 

Policy. 

5. Church response to your request - The Church Administrative Staff will: 

a) Check the Church calendar to determine if the requested date, time, and 

room(s) are available. 

b) Determine the appropriateness of the event, consulting if necessary with a 

member of the pastoral staff or Session. The Church reserves the right to restrict 

or prohibit use of its facility to any person, group, event, or activity that does not 

align with the Church’s priorities, goals, vision, and beliefs. 

c) If the event is appropriate and the requested date, time, and room(s) are 

available, the Church Administrative Staff will inform the requestor of the 

availability of the facility for the specified use by email, and will place the event 

on the Church calendar. 

6. Notify the Church of changes - It is the requestor’s responsibility to notify the 

Church Administrative Staff of any changes to the date and time, or if the event is 

cancelled. 

B. Who may use the facilities 

1. Members – A member is someone who has gone through the formal membership 

process to join Hope Presbyterian Church and is active in the life and mission of the 

Church, or is the child of a person who fulfills the foregoing criteria. 

2. Regular attenders – A regular attender is someone who attends HPC and 

participates in the worship, life, and mission of the Church but has not taken the steps 

required for formal membership. 

3. Church guests – A guest is anyone who does not qualify as a member or regular 

attender. 

C. Keys and access. The following applies to all persons wishing to obtain a key, 

including members, regular attenders, and guests. 

1. Custody and use of keys - Keys are controlled by the Church’s Administrative 

Staff and are made available to others primarily for one-time or short-term use. If you 

intend long-term use of the facilities, necessitating ongoing possession of a key, 

discuss this with the Administrative Staff. Keys must not be copied. Keys must not be 

loaned or given to anyone other than the person arranging building use. If you receive 

a key you are responsible for locking the doors you use. 

2. Sign-out sheet - Anyone needing a key will be required to read this policy and 

sign a sheet indicating they have read the policy and received the key. A $20 deposit 

may be required, which will be refunded upon return of key.  

3. Returning keys - Keys must be returned within one week following the event for 

which they were issued. Upon returning a key, the person will sign an 



 

 

acknowledgment that he has returned the key and has received back his deposit, if 

any. 

D. Setup and cleanup. The following applies to all activities other than Church ministry 

activities and funerals of Church members. The Church staff and volunteers will (if 

desired) perform the setup and cleanup for funerals of Church members. A Setup and 

cleanup fee for non-member funerals is included in the Facility Use Fee. 

1. Setup - If an event requires any setup of furniture or equipment; (tables, chairs, 

lecterns, sound system, instruments, dressing rooms etc.), this setup should be 

discussed with a member of the Administrative Staff or a designated event 

coordinator. A specific event coordinator can assist in determining setup needs using 

a checklist and will contact appropriate Church staff for you. Remember to include 

setup time in your calendar reservation. 

2. Cleanup - It is the responsibility of the individual or organization using the 

facility to make sure the facility areas and rooms used during your event are left clean 

and in good order for the regular use of the Church. The Administrative Staff or a 

specific event coordinator may assist you by coordinating with the appropriate 

Church staff if required. The person in charge of the event should not leave the 

building until a final walk-through with the event coordinator is complete. Remember 

to include cleanup time in your calendar reservation. Please note the following 

regarding cleanup: 

a) If cleanup is left undone or is not performed in an manner satisfactory to the 

Church, a cleanup fee may be charged at a rate of $100 per hour for time spent by 

Church personnel in cleanup, plus the cost of hiring outside cleaning help, plus 

the cost of cleaning supplies, whichever applies. 

b) The Church may deny future use to any person or group if facilities are left in 

an unsatisfactory condition. 

c) All decorations and items not owned by the Church must be removed as soon 

as the event has ended. See Decorations, Furniture / Fixtures for more 

information. 

E. Kitchen use. The Church does not have a commercial-grade kitchen. Due to limited 

equipment and space, it is recommended and preferred that all food-related events be 

catered and / or prepared outside the facility by the persons (or associates) who are 

requesting use and / or hosting the event. Use of the kitchen and equipment may be 

permitted at the discretion of the Kitchen Coordinator. Please do not use or take food and 

supplies from the pantries or refrigerators. If kitchen use is permitted, it is your 

responsibility to make sure all equipment and utensils are cleaned and properly stowed 

away after use. The Church may deny future use to any person(s) or group leaving our 

kitchen or other facilities in an unsatisfactory condition. 

F. Office, office equipment, printing, and copies. The Church’s office, office 

equipment, and supplies are available only for the ministry activities of the Church. 

People using the Church for other purposes must obtain their own supplies, printing 

services, photocopies, etc. 



 

 

G. Alcoholic beverages. Alcoholic beverages are not to be served or consumed on 

Church property. 

H. Security. The Church is not responsible for theft, damage, personal injury, or other 

loss of any kind suffered by persons permitted to use Church facilities. Persons or groups 

using the Church may hire their own security and traffic control personnel if they desire. 

I. Liability insurance. The Church reserves the right to require anyone using the 

facility to obtain insurance coverage protecting the Church and all Church personnel from 

liability for personal injury or property damage arising from such use of the facility.  

III. Fees and honoraria. The following schedule is in effect as of the date of this policy. 

Fees and honoraria may be changed from time to time without notice. Anyone using the 

HPC facilities assumes the responsibility to confirm, in advance, the amount of all 

applicable fees and honoraria. 

A. Fee schedule 

1. Facilities use fee: Member zero (-0-); all others $100.00 

2. Sanctuary use fee: Member zero (-0-); all others $300.00 

3. Kitchen use fee: Member zero (-0-); all others $200.00 

4. Class/conference room: Member zero (-0-); all others $25.00 per hour per room 

5. Pastoral honorarium: Member $300-350; Nonmember $500-600. This is not a 

fee, but a guideline or recommendation for an honorarium to show thanks to a pastor 

who officiates at a wedding. There is no honorarium recommendation for member’s 

funerals. 

6. Coordinator (primarily for funerals or other large-scale events): If a volunteer or 

family member does not serve as coordinator for an event and an event coordinator is 

needed, a fee of $100 should be given to the event coordinator unless otherwise 

specified.  

7. Sound / recording technician fee (same for members and non members): $40.00 

for first 90 minutes, $10.00 for each additional half hour . 

8. Janitorial, setup / cleanup fee: (Included in Use Fees unless setup / cleanup 

required for non-Church events) 

9. Piano use fee (same for members and non members): $50.00 An additional fee 

may be charged if the grand piano in the Sanctuary must be moved. 

B. Payment of fees. 

1. All checks (except as listed below) should be made to Hope Presbyterian Church. 

2. Be sure to write in the check memo line what the purpose of the fee or deposit is. 

In the case of multiple checks, checks should be written and put in clearly marked 

envelopes for each specific purpose or written to a specific person. Give the 



 

 

envelopes to your specific event coordinator or to the Office Manager if no other 

coordinator is required. 

3. For wedding fees / honorariums - See the separate Wedding Policy. 

4. Sound / recording technician – make check out to the individual sound technician 

5. Honorarium for pastor – make check out to the name of the pastor 

6. Event coordinator (if applicable) – make check out to the name of the coordinator 

IV. Decorations, furniture and fixtures, pianos, miscellaneous 

A. Decorations. It is suggested that decorations used in the Sanctuary be limited, simple 

and in keeping with the Sanctuary’s use as a gathering place for worship on Sundays. Use 

of nails, screws, tacks, wires, tape or adhesives on any walls is prohibited. All 

decorations must be removed as soon as an event is over. Rented equipment must be 

removed as soon as possible from the facility. Temporary storage must be coordinated 

through a specified event coordinator if items are not removed immediately after the 

event. If you wish to donate any decorations to the Church, please let the event 

coordinator know at least two weeks prior to the event. The coordinator will confirm 

approval of the donation. 

B. Furniture and fixtures. Any rearrangement of furniture must be approved in 

advance by an event coordinator or Deacon. Chairs in the Sanctuary may be arranged in 

multiple configurations to accommodate your needs. Furnishings (chairs, tables, lecterns) 

in other rooms may also be arranged to meet your needs. It is expected that all seating be 

returned to the original configuration after the event (or a janitorial fee will be applied.) 

Please discuss who will be doing the furniture or fixture setup and cleanup with your 

event coordinator. If you require the Church staff to setup for the event, be sure to fill out 

a Setup Diagram (found in the Appendix section of this document). The Church reserves 

the right to disapprove any rearrangement of furniture, and may charge an additional fee 

to hire additional manpower to move furniture. 

C. Piano. Do not move the grand piano in the sanctuary. If it must be moved, the 

Director of Music and Worship will arrange for and be responsible for the move. The 

Church reserves the right to charge an additional fee for moving and retuning the piano if 

necessary. 

D. Supplies. Those using the facility for non-Church-sponsored events should provide 

their own drink / coffee cups, paper goods, utensils, beverages, coffee, creamers and 

sweeteners, tablecloths and table decorations. Food and supplies from the Church’s 

pantry or refrigerators should not be used. 

E. Storage. If someone uses the facility on a recurring basis and wants to store supplies, 

materials, or equipment (such as musical instruments and equipment) on site, permission 

of the Church is required, and will be allowed only on such terms as the Church sets. 

F. Design Team. The Church has a Design Team, whose responsibilities include 

ensuring that the building is maintained in a clean, tasteful, uncluttered manner. The 



 

 

Design Team retains the authority to disapprove or regulate any proposed use of the 

facilities that may affect those concerns. 

V. Specific event guidelines (weddings, funerals, other events) 

A. Weddings. Weddings are subject to a separate Wedding Policy. In the event of any 

conflict between the terms of this policy and the Wedding Policy, the Wedding Policy 

shall control. 

B. Funerals. In addition to the Church’s pastoral staff, a Funeral Coordinator will work 

with the family of the deceased while funeral arrangements are being made and finalized, 

if the Church facilities are being used for a funeral or memorial service. The Funeral 

Coordinator will work through all the questions on the checklist with the deceased’s 

family, and will be accountable for relaying the information to the appropriate Church 

staff or other contacts. 

1. Initial contact with church - Contact a member of the Church’s administrative 

or pastoral staff to schedule the funeral on the Church calendar. After an initial 

meeting with a member of the pastoral staff of the Church, the date and time will be 

confirmed and noted on the Church calendar. 

2. Coordinator - A Funeral Coordinator will be selected at the time you schedule 

the funeral on the Church calendar. The Funeral Coordinator will use a checklist of 

tasks to be followed throughout your entire process as well as provide you with the 

contacts you need relating to the Church facilities. The Funeral Coordinator will work 

with the Funeral Home as well as with the family to assist you any way you need. 

3. Planning sheet - A Funeral Planning Sheet should be completed as soon as 

possible with the help of the Funeral Coordinator. 

4. Music - Music for the funeral service should be appropriate to a Christian 

worship service. If you have questions regarding the appropriateness of your music 

selections you should discuss them with the Director of Music and Worship. 

5. Flowers – Be sure to note on the Funeral Planning Sheet when flowers will be 

delivered and what the disposition of the flowers will be after the funeral; i.e., 

whether they will be taken by the family, or left at the Church. 

6. Piano – Review the policy on piano usage as found above. 

7. Who can officiate at the funeral – At the time of your initial meeting with one 

of the pastors of the Church, you will discuss who will officiate at the funeral. You 

may ask one of the licensed pastors of Hope Presbyterian Church to officiate or you 

may ask a pastor of another Church to officiate. If you ask a pastor of another Church 

to officiate, please discuss this with the pastor of HPC during your initial or a follow 

up meeting. The pastoral staff of HPC must approve a pastor of another Church in 

order to officiate at a funeral. 

8. Childcare during funerals - Childcare (through age 4) may be available for 

funerals. If you desire childcare, discuss this with your Funeral Coordinator. For more 



 

 

information and a list of Child Care Coordinators, please see the List of Coordinators 

and Contacts below. 

9. Family reception room – Discuss with the Church staff if this is needed. 

10. Funeral planning sheet and funeral coordinator checklist - Work with your 

Funeral Coordinator to complete the planning sheet and checklist found in the 

Appendix of this document. 

C. Miscellaneous events. At the time of scheduling your event on the Church calendar, 

the Administrative Staff will help you determine if you need a specific individual to serve 

as Event Coordinator. In some instances you may serve as your own event coordinator 

using the Miscellaneous Event Checklist. (See Appendix). Miscellaneous Events may 

include any of the following: 

1. Events using sanctuary or classrooms - Defined as but not limited to: Concerts, 

Performances, Seminars, Large Meetings, Group Meetings, Classes, Small Groups, 

Other 

2. Non church-sponsored events using kitchen - Defined as but not limited to: 

Receptions, Banquets, Parties, Showers, Other 

3. Outdoor events - Defined as but not limited to: Cookouts, Picnics, Game Events, 

Parking Lot Usage, Playground use, Athletic activities 

VI. List of coordinators and contacts (as of August 2014): 

The roles of coordinators may cross over; meaning one person may serve in the roles of 

multiple coordinators. Please check with the Church office to confirm who is serving at the 

time of your request. 

A. Reserve a room. Contact the Church Administrative Staff at 

office@hopechurchws.org 

B. List of contacts 

1. Weddings: Sallie Harrison at sallieharrison@triad.rr.com 

2. Funerals: Senior Pastor Clyde Godwin at cgodwin@hopechurchws.org 

3. Director of Music and Worship (including sound/ recording technician, piano/ 

instrument needs): Julie Money at music@hopechurchws.org 

4. Janitorial, setup/ cleanup: Ken Lee at aleelee55@gmail.com or Ken Burgess at  

kenburgess@aol.com 

5. Kitchen Coordinator: Contact the Church office. 

6. Childcare Coordinator (for weddings & funerals): Contact the Church office.

mailto:sallieharrison@triad.rr.com
mailto:aleelee55@gmail.com
mailto:kenburgess@aol.com


 

 

VII. Appendices: Forms, Setup Diagrams, Checklists 



 

 

BUILDING USE ACKNOWLEDGEMENT, WAIVER, AND RELEASE 

I/ we, the undersigned, in consideration of Hope Presbyterian Church, Inc. granting use of 

its grounds, facilities and/or equipment for my event, do hereby acknowledge and agree as 

follows: 

1. I/ we accept and consent to all terms and conditions set forth in the “Hope Presbyterian 

Church Facility Use Policy.” 

2. I/ we accept full responsibility for my/ our actions and the actions of any member of my/ 

our party while using the facilities of the Church. 

3. On behalf of myself and all members of my party I/ we release Hope Presbyterian Church, 

Inc. and its officers, directors, pastors, elders, deacons, employees, and agents from any and 

all claims, demands, suits, damages, and injuries, including but not limited to all injuries to 

person or to property, arising directly or indirectly out of the activities I / we engage in while 

using the facilities of the Church. 

4. On behalf of myself and all members of my party I/ we agree to hold harmless, indemnify, 

and defend Hope Presbyterian Church, Inc. and its officers, directors, pastors, elders, deacons, 

employees, and agents of and from any any all liability, claims, demands, damages, suits, 

expenses, and costs of any kind arising out of or relating to the activities I/ we engage in while 

using the facilities of the Church. 

I/ WE HAVE CAREFULLY READ, CLEARLY UNDERSTAND, AND VOLUNTARILY 

SIGN THIS AGREEMENT.  

 

____________________________________________________ 

Print name(s) of person(s) or organization 

 

____________________________________________________ 

Signature of person, or of person signing on behalf of organization:  

 

____________________________________________________ 

Date 

 

____________________________________________________ 

Person’s address, phone, and email 

 

 



 

 

SANCTUARY USE FORM 

 

  

Event Details: 

 

Name of Event: 

__________________________________________________________________________ 

 

Date and Time of your event: 

_______________________________________________________________ 

 

Contact Person: 

__________________________________________________________________________ 

 

Phone: ________________________, Cell Phone: ___________________ Work: 

_____________________ 

 

Person responsible for Setup, if different from contact: 

___________________________________________ 

 

Person responsible for Cleanup, if different from contact: 

_________________________________________ 

 

Classification of Event (Check One): 

 

___ Private Event for Member or Guest ___ Hope Community Group or Home Fellowship 

Group 

___ Church Wide Event ___ Adult Ministry  

___ BTN/BTC/Short Term Trip ___ Young Adults ___ Children / Youth Ministry 

___ Event of NonHope Group (List Hope Sponsor __________________________________ 

 

Equipment Needed: 

 

Lectern: _______________ Easels: ___________________ Dry Erase Board: 

___________________ 

Projection Screen: _____________________ Overhead Projector: 

______________________________ 

 

 

LCD Projector: ________________ Other Instruments or Equipment: 

___________________________ 

Microphones, how many ______________________ Music Stands, how many: 

____________________ 

Sound / Recording /LCD Technician name: 

_________________________________________________ 



 

 

( Person needs to be approved by the Director of Music and Worship) 

 

 

( Please indicate on the drawing on the following page where microphones / stands, 

podium / lectern or any other equipment should be set up on the stage area in the 

Sanctuary. )



 

 

 

 

SANCTUARY SETUP DIAGRAM  

Please indicate on the drawing below how Sanctuary is to be set up 

 

 

  

 



 

 

OTHER ROOM USE FORM 

 

Event 



 

 

Details: 

 

Name 

of 

Event: 



 

 

__________________________________________________________________________ 

 

Date and Time of your event: 

_______________________________________________________________ 

 

Contact Person: 

__________________________________________________________________________ 

 

Phone: ________________________, Cell Phone: ___________________ Work: 

_____________________ 

 

Person responsible for Setup, if different from contact: 

___________________________________________ 

 

Person responsible for Cleanup, if different from contact: 

_________________________________________ 

 

Rooms being used (List all) 

_________________________________________________________________ 

 

___________________________________________________________________________

_____________ 

 

 

Classification of Event (Check One): 

 

___ Private Event for Member or Guest ___ Hope Community Group or Home Fellowship 

Group 

___ Church Wide Event ___ Adult Ministry  

___ BTN/BTC/Short Term Trip ___ Young Adults ___ Children / Youth Ministry 

___ Event of NonHope Group (List Hope Sponsor __________________________________ 

 

 

Equipment Needed: 

 

Lectern: _______________ Easels: ___________________ Dry Erase Board: 

___________________ 

 

Projection Screen: _____________________ Overhead Projector: 

______________________________ 

 

Chairs: _______________________________ Tables: 

_______________________________________ 

 

 

( Please indicate on the drawing on following page(s) how room is to be set up)



 

 

 



 

 



 

 

FUNERAL PLANNER CHECKLIST 
 

 

Name of Deceased: 

_____________________________________________________________________ 

 

Family / Spokesperson: 

__________________________________________________________________ 

 

Address: 

______________________________________________________________________________ 

 

 

Phone: __________,Cell Phone: ____________________________________ 

 

Date & Time of Funeral: 

__________________________________________________________________ 

 

Approximate number of guests expected: ____________________,  

 

Will childcare be needed: Yes / No Approximately how many children (up to age 4 years 

old): ____ 

 

Will you be offering childcare: Yes ____, No ____, or Requesting it of the Church: Yes 

____, No ____ 

 

If you are offering childcare, who will be in charge? 

_________________________________________ 

 

What rooms in the Church will you be needing: Sanctuary _____, Nursery ______ 

 

Family Waiting or Receiving Room ____, Other Rooms 

______________________________________  

 

Who is in charge of the setup and decorations (photos, video etc…): 

_____________________________ 

 

Will you need a TV and DVD player: Yes ____, No ____, Other Equipment Needs: 

________________ 

 

___________________________________________________________________________ 

Florist 

______________________________________________________________________________ 

 

Time of Delivery: ___________________ Florist Phone: ___________________ 

 



 

 

Photographer: 

________________________________________________________________________ 

 

Photographer Phone: 

__________________________________________________________________ 

 

Videographer: 

_______________________________________________________________________ 

 

Videographer Phone: 

_________________________________________________________________ 

 

Will there be a reception / meal at the Church? Yes ____, No ____,  

  (Be sure to fill out a Setup Diagram for any Family Rooms if Yes) 

 

 

 

 

Eulogizers / Speakers & / or Musicians & Phone Numbers:  

  

 _________________________________________________________________________

_____ 

 _________________________________________________________________________

_____ 

Equipment Needs:  Microphones: _____ How Many: ______, Music Stands: _____ How 

Many: _____ 

 

 

Will you use the Grand Piano: Yes ____, No ____, Is a Podium / Lectern needed: Yes ___, 

No ____ 

 

For the Reception: Chairs: ____, How Many: ____ Tables: ___, How Many: ___ Coffee 

Urns: 1  or   2  

     

Do you need a reference to a printing company for your programs: Yes ___, No ___ 

*Note the Church office may assist you in printing programs for the funeral service.  (Church 

members only) 

  

Who will be in charge of cleanup of all rooms used? ________________________ Phone: 

_______________ 

 

Will you be donating flowers to the Church? Yes ___, No ___  

 

Would you like a statement published in the Church’s Sunday bulletin or on the website? Yes 

____, No ____ 

 



 

 

Statement Content: 

_______________________________________________________________________ 

 

   

______________________________________________________________________________ 

   

______________________________________________________________________________ 

Additional notes or comments: 

 

   

______________________________________________________________________________ 

    

   

______________________________________________________________________________ 

 

   

______________________________________________________________________________ 

 

   

______________________________________________________________________________ 

 

   

______________________________________________________________________________ 

 

 

  

         

 

 

 

 

 

 

 



 

 

MISCELLANEOUS EVENT CHECKLIST 

 

 

Name of Event: 

______________________________________________________________________________ 

 

Requested By / Name of Host: 

__________________________________________________________________ 

 

Purpose of the Event: 

_________________________________________________________________________ 

 

___________________________________________________________________________

________________ 

Please note the Church’s right to deny use as explained in Policy. 

 

Address: 

______________________________________________________________________________

_____ 

 

___________________________________________________________________________

_______________ 

 

Phone: _________________________________, Cell Phone: 

________________________________________ 

 

Email Address: 

_____________________________________________________________________________ 

 

Date & Time of Event: 

_______________________________________________________________________ 

 

Approximate number of participants expected: 

____________________________________________________,  

 

Will childcare be needed: Yes / No        Approximately how many children (up to age 4 years 

old): __________ 

 

Will you be offering child care: Yes ____, No ____, or Requesting it of the Church: Yes 

_______, No _______ 

 

If you are offering childcare, who will be in charge? 

______________________________________________ 

 

What rooms in the Church will you be needing:  Sanctuary _______, Nursery _______ 

 



 

 

Other Rooms ______________________________________, Outside areas: 

_________________________ 

 

Who is in charge of the setup: 

________________________________________________________________ 

 

Will your event be food related: Yes ____, No ____,   

 

For Cafeteria Use: Chairs: ____, How Many: ____Tables: ___, How Many: ___ Coffee 

Urns: 1  or   2  

 

For any outdoor event such as a cookout, will there be a grill in use: Yes ___, No ___ (Gas 

Grills Only) 
 

Be sure to fill out a Setup Diagram for any Rooms  

 

Speakers & / or Musicians & Phone Numbers:  

  

 _________________________________________________________________________

_____ 

 _________________________________________________________________________

_____ 

 

 

 

 

Equipment Needs:  Microphones: _____ How Many: ______, Music Stands: _____ How 

Many: _____ 

 

Will you use the Grand Piano: Yes ____, No ____,  Do you need a piano moved to a specific 

room: Yes ___, No ____ 

 

 Is a Podium / Lectern needed: Yes ___, No ____ 

 

Who will be in charge of cleanup of all rooms used? ________________________ Phone: 

_______________ 

 

Will you be donating decorations or flowers to the Church? Yes ___, No ___  

 

Additional notes or comments: 

 

   

______________________________________________________________________________   

______________________________________________________________________________   

______________________________________________________________________________ 

 



 

 

 
 


