       FIRST PRESBYTERIAN CHURCH
     23 Cayuga Street, P.O. Box 383          
       Seneca Falls, New York 13148
   315-568-6636 / firstpres13148@gmail.com
[bookmark: _GoBack]    ************************** 
Name of Organization__Click or tap here to enter text._____________________ 

Type of Activity_________Click or tap here to enter text.___________________

Head of Organization________Click or tap here to enter text.
Address________Click or tap here to enter text.
Phone #______Click or tap here to enter text.____________________________

Name of Contact Person if Different from above:__Click or tap here to enter text._______
Phone #____Click or tap here to enter text._____________________________

Anticipated Attendance___Click or tap here to enter text._________________

Space(s) Requested______Click or tap here to enter text.

 (Space(s) available: Eastman Hall Lounge, Church Basement, Hawley Room, Sanctuary, Kitchen, etc.)

Requested: Date(s) of use:__Click or tap here to enter text.______________________

Day(s) of the Week:___Click or tap here to enter text._______________________
Time of day: From: Click or tap here to enter text.UntilClick or tap here to enter text.
Kitchen facilities needed? 
Yes__Click or tap here to enter text.___ No_Click or tap here to enter text.

Use back of form for details if any special arrangements will be needed. Please note fee schedule below. Please notify the Church Office if any change in requested time is required. Office hours are Tuesday through Thursday between 8:30 am and 12:30pm.            

BUILDING USE CONDITIONS AND FEE SCHEDULE
ALCOHOL IS NOT PERMITTED ON CHURCH PROPERTY.
TABLES AND CHAIRS ARE NOT TO BE REMOVED FROM THE PROPERTY.
A REASONABLE AMOUNT OF SET UP BY CHURCH STAFF MAY BE REQUESTED.
SPECIAL SET UP MUST BE APPROVED BY THE.CHURCH AND IS THE RESPONSIBILITY OF THE REQUESTING ORGANIZATION. SPACE MUST BE RETURNED TO THE ORIGINAL ARRANGEMENT.
USE OF CHURCH OFFICE EQUIPMENT IS NOT ALLOWED WITHOUT SPECIFIC PERMISSION. A TELEPHONE IS AVAILABLE IN THE BACK HALLWAY. EXCESSIVE DAMAGE TO OR OBVIOUS MISUSE OF CHURCH PROPERTY MAY RESULT IN DENIAL OF FUTURE USE PERMISSION. RESTITUTION IS EXPECTED. PERSON SIGNING THIS AGREEMENT ACCEPTS RESPONSIBILITY FOR ANY DAMAGE TO CHURCH BUILDING, FURNITURE OR EQUIPMENT.

BASIC FEE SCHEDULE - Per use for each space used.
     Church sponsored activities ___Click or tap here to enter text._____No charge 
     Sanctuary_____Click or tap here to enter text._______________$50.00
      (Use of Sanctuary requires payment of Janitorial Fee to Peter Snyder)

All other spaces/rooms, per space/room ___Click or tap here to enter text._________$30.00
     W/Kitchen privileges, up to 25 people ___Click or tap here to enter text._$10.00 addnl.
     W/Kitchen privileges, over 25 people____Click or tap here to enter text._$15.00 addnl.

Basic janitorial fee                       __Click or tap here to enter text._______$50.00 
(Please note: It is our janitor's responsibility to have the property clean and in order for church services and other church business. If his services are required for any other set- up or clean up the janitorial fee will be expected to be paid.)
*******************
	PLEASE NOTE
Request must be dated and signed by a person authorized to do so by the requesting organization. Filing of this request does not constitute approval. Do not send payment when filing application. Form will be returned with approval (or denial) and appropriate use fee indicated. All checks should be sent to the church office one week prior to the event. 
	*******************
Date:__Click or tap here to enter text._/_Click or tap here to enter text.__/_Click or tap here to enter text.__

Signature:________Click or tap here to enter text.__________________

Address:_______Click or tap here to enter text.____________________

__________________________________
	
	FOR CHURCH USE ONLY

BUILDING USE FEE    ___________ Payable to:  First Presbyterian Church


JANITORIAL FEE      ____________Payable to: Peter Snyder (c/o First Presbyterian Church)

TOTAL FEES          ___________     

APPROVED BY _______________________________________Date___/___/___   
First Presbyterian Church Officer
