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FACILITY USE REQUEST FORM

*All items must be approved by church staff at weekly staff meeting.
If you need a set up of tables/chairs, etc. attach a schematic drawing with details of set up at least one week prior to the event.
Name of Requesting Person/Organization: ________________________________________________________________________
Address: ________________________________________________________________________        ________     ______________




                      Street




             State
       Zip Code
Email:  __________________________________________________________________     Phone #: _______   _________________
 
Date(s) Needed: __________________________    Time(s): _______________________    Number of people involved: __________

  [   ] Daily          [   ] Weekly          [   ] Monthly          [   ] Other:  _________________________________________________________
Reason for Use:_______________________________________________________________________________________________
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	SPACE REQUESTING
	USAGE FEE
	CUSTODIAL
	TOTAL

	 
	gymnasium 
	 $            100.00 
	 $         100-$150 
	 

	 
	conference room
	 $              50.00 
	 $               50.00 
	 

	 
	worship center
	 $            100.00 
	 $             125.00 
	 

	 
	kitchen*
	 $              50.00 
	 
	 

	 
	parlor
	 $              50.00 
	 $               50.00 
	 

	 
	pavillion**
	 $              50.00 
	 $               50.00 
	 

	 
	other rooms
	 $              50.00 
	 $               50.00 
	 


	# of hrs.
	SERVICES REQUESTING
	 1st hour 
	 ea. add'l hours 
	TOTAL

	 
	Media Screens
	 $              50.00 
	 $               25.00 
	 

	 
	Sound System
	 $              50.00 
	 $               25.00 
	 

	 
	Other
	 
	 
	 

	 
	 
	 
	 
	 


Usage fees are assessed by staff.  Fees charged go to help offset the cost of lights, heat & air, and custodial fees charged to Bluegrass.  Custodial services are required for all events.  You will be called and asked to confirm before event is scheduled on calendar.
DOOR ACCESS REQUEST FORM

Please indicate which doors will need to be unlocked at time of use and for how long they will need to stay unlocked. A code will be given to you at least 1 week prior to the event. PLEASE contact BBC by info@bluegrasschurch.net or 615.824.0001 to get this code and instructions. 

	 
	ACCESS to DOOR
	 Time Open 
	 # Hours to stay open 

	 
	CLC / Gym Door
	 
	 

	 
	kitchen door
	 
	 

	 
	preschool door
	 
	 

	 
	prayer room door
	 
	 

	 
	choir room door
	 
	 

	 
	worship front door
	 
	 

	 
	worship side door 
	 
	 


CARD # __________________________________________
CODE # ____________________________________________
RESPONSIBILITIES: 

· If card is requested a $10.00 key card fee is required.
· You must be 18 years of age to receive access to building.

· Access to building requires all children under 16 to stay with an adult.

· All access to building is recorded and cameras are in use 24 hours a day. 

· Do not share access code/card with anyone, as you will be liabile.

· ALL participants must enter and exit at the specified entrance requested as noted on agreement.

· ALL participants must leave facility clean, lights off, windows locked and any equipment returned or turned off.

· REPORT all damage to BBC upon arrival and inspection of facility/equipment. info@bluegrasschurch.net
· BBC is not responsible for any stolen items.

· BBC may revoke access at anytime based on the discretion of the properties committee or staff.

· BBC has the right to change any of these rules and policies at anytime.
· CONTACT BBC office 1 week prior to event to receive KEY CODE. info@bluegrasschurch.net or 824.0001
*INDOOR RENTAL: renting party is responsible for cleaning off all tables, putting all trash into trash cans, and washing all dishes before you leave.  Moving of any church property during your event needs to be returned to its original location after your event.  
**PAVILLION RENTAL: the renting party is responsible for cleaning tables and grills, bagging cooled ashes, bagging trash, and taking both ashes and trash to the dumpster.

CUSTODIAL INCLUDES: for Indoor Areas includes removing bagged trash, set up/break down of room, and cleaning of bathrooms, floors, doors, and windows after event. Thank You.


OFFICE USE ONLY
RECORDED ON THE CHURCH CALENDAR: 
DATE: ______________
      BY: ____________________________________________
REQUESTEE NOTIFIED:  DATE: ______________
      BY: ___________________________________________________________

CUSTODIAN NOTIFIED:  DATE: ___________
 BY: ____________________________________________________________

SOUND TECHNICIAN NOTIFIED:  DATE: ________  WHOM:  ___________________________
BY: _________________________
MEDIA TECHNICIAN NOTIFIED:  DATE: ________  
WHOM:  ___________________________
BY: _________________________
Revised May 2014

Bluegrass Baptist Church . 235 Indian Lake Road . Hendersonville . TN . 37075 . 

 P 615 . 824 . 0001 . F 615 . 824 . 3395 .  info@bluegrasschurch.net



I agree to supply to Bluegrass Baptist Church a Certificate of Insurance, as proof of liability insurance to cover the event being held at their facility.  If there is no liability insurance coverage, I, the undersigned, agree to take full responsibility of the event and persons involved, and to reimburse Bluegrass Baptist Church for any and all damages (if any) that occur as the result of the event. I acknowledge that I have read and understand the agreement and responsibilities and agree to abide by all terms listed therein. 








Responsible Person____________________________________________  ________________Date:  ______________


                                                                  Signature








BBC Representative____________________________________________________________Date:  ________________














