Non-Ministry Room Rental Request Form:

Any non-ministry event MUST be sponsored by a member or regular attender at SRBC. 
Space is available on a first come, first serve basis and according to the needs of the church. To insure enough time please complete your request early.  Events will not be placed on the church calendar until they have been approved by an Elder and a deposit has been received by the renter.  Balance must be paid one (1) month prior to the event.  For all events sponsored by individuals or groups, one of the sponsors must be a member or regular attender of SRBC.   
BASIC INFORMATION

Date of request: _____________________

Requested by: ________________________________   Home #: _________________ Cell #: ________________

Email: _______________________________________ Member:   Yes/No        Regular Attender:  Yes/No
Person in charge: _______________________   Home #: _________________ Cell #: ________________

Event Information

Specific purpose or nature of event: ___________________________________________________________

Estimated # of people attending: _______
Date(s) of activity: _____________________      

Time event begins: _____________________     Time event ends:  ______________________

Room(s) requested: ________________________________________________________________________

Location of activity: _______________________________________________________________________

Set up time and date: _______________________________________________________________________

Person in charge/liaison of opening and locking up the building:  __________________________________________

*Please complete a Building Security access Application*
*All outside Speakers must be approved by an Elder prior to this event. Complete an Outside Speaker Request Form and attach it to this request.

FEES:   Building and service fees are required for all non-ministry activities. (See back)
EVENT DÉCOR:  Current church décor, information, or other items may be removed with special permission from the Administrative Elder or his representative. 

Nothing can be fastened or attached to any part of the church including (but not limited to) the walls and ceiling by any method including glue, nails, screws, tape, wire or any other method without prior permission from the Administrative Elder or his representative. All decorations must be removed from the premise at the end of the event. The church should be restored to its original condition/set up at the end of the event on the same day. If damage occurs the cost of restoring the building’s original condition will be deducted from your deposit.
Daily fees for non-SRBC activities are listed below. Put a check beside each item needed.

Required for all events are indicated by **

Area

Amount
Totals

_______ Refundable security/damage deposit **    
$150.00              
   $150.00___
_______ Auditorium (Requires Pastor Aaron’s approval) ________
$250.00                     
___________

_______ Fellowship Hall
$150.00                       
___________

_______ Class rooms (each)
                                   $50.00                       
___________
_______ Church Liaison** 
$20.00 (per hour)
 ___________

_______ SRBC Sound tech (Mandatory) **                   
$100.00 
 ___________
_______ Audio/Visual equipment in Fellowship Hall  
$50.00
 ___________

Total Amount Due:      ___________
** A Refundable damage/security deposit is required for all non-SRBC ministry sponsored events. If damage occurs the cost of restoration to the original condition will be deducted. Refunds will be given within 7 working days of the completion of restoration. If no damage occurs a refund will be given after 7 working days of the event. We do not accept credit cards.
**A Church Liaison will be in the building during your event. They will have a key, assist with any questions or problems, be responsible for opening and closing the building, insuring all lights are off and doors are locked, and inspect for damage. They are not responsible for assisting in any set-up or take down of tables, chairs or decorations, working in the kitchen, operating sound equipment, or any other similar activity.
Initial after each statement that you have read and agree to follow the guidelines:

1. If using an outside speaker for any reason please complete the SRBC Speaker Request Form.  ______
2. The event must be approved by Elder before rooms can be reserved and the date reserved on the church calendar.  _______
3. Solid Rock Bible Church does not permit any weapons, harmful chemicals, firearms, or the consumption of any tobacco, alcohol, or illegal substances in the building, parking lot, or anywhere on the property.  _______

4. SRBC church offices, equipment, and supplies will not be available. Sometimes arrangements can be made with the administrative elder prior to the event.  _______

5. SRBC reserves the right to decline the use of its facilities/equipment at any time.  _______

6. Once room rental is approved, fees must be paid to book date. ______
Payment by check: _______    Amount: _____________ Number: _____________ Date: ____________
OFFICE

Church calendar _______    Date __________
___________________________      ____________________________      
        Approving Authority

Date
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