Request for Church Building Use - St. Paul's United Church of Christ

W5706 State Road 72, Ellsworth WI  54011 -- 715-273-3118

1. Individual / Group applying for Building Use
Name: ________________________________ Telephone: _____________________

Address:  _____________________________________________________________

2. Contact Person
Name: _________________________________ Telephone: ____________________

Address: _______________________________Email: _________________________

3. Day(s) & Date(s) Requested ______________________________________________________________________

______________________________________________________________________

4. Times Requested ___________________________________________________________________

___________________________________________________________________

5. Brief Description of Activity _______________________________________________ 

6. Rooms in Building Requested _____________________________________________________________________

______________________________________________________________________

7. Special Equipment Needs_________________________________________________________________
______________________________________________________________________ 8.
Number of People Expected to use Facilities __________________________________


The following donations are agreed upon: ____________________________________, to be paid in full by

 ______________________(date), in the following manner   _____________________________________.

These terms are agreed to on ______________________, 20______.

__________________________________________  
_______________________________________

Church Member Assuming Responsibility
Name: ___________________________________________ Telephone: ________________________

Address: ____________________________________________________________________________

I ________________________________________ accept responsibility for the church building for the above use, will be on-site, and will personally see that the building is left in the proper condition.

_______________________________________________               
__________________________

Signature of Responsible Church Member



Date                                    
Guidelines for Use:
8. Obtain form and remit to Administrative Assistant at least 30 days prior to event.

2. Church use must be approved by Church council.

3. Remit agreed-upon donation to church office in manner referred to on building use form.
4. NO tobacco or smoking inside building allowed.  Any cigarette butts should be removed from church grounds.

5. No alcoholic beverages permitted except wine during Holy Communion.

6. Activity shall not extend beyond the hours approved in the request.

7. Building use is restricted to those areas in which permission was granted.

8. Responsible Church member shall be on-site before activity begins and after the event has 
ended will do a walk through and note any areas of concern before locking up.
9. Those using building are responsible for getting their own equipment and supplies in and out of the building.

10. All activities shall be planned so they do not interfere with regular church building use.

11. Party shall plan with church office regarding any deliveries/storage of food, flowers, equipment, etc.

12. If rearrangement of church furniture is necessary, sponsor group must obtain permission to make such changes in writing from Church council (building request form).

13. All rooms and equipment shall be left in the same condition found, or arrangements shall be made for remuneration, as on Church Usage Form.

14. No church property used can be moved off premises.

15. Participants shall enjoy themselves as much as possible and feel welcome to return to St. Paul’s UCC for worship and fellowship in the future!  
Thank you for your cooperation.

