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Button Memorial United Methodist Church
P.O. Box 68

Little Elm, TX.  75068

Button Memorial United Methodist Church
Church Use Policy

Welcome to Button Memorial United Methodist Church!  We hope you will find our facility appropriate for your event.  Pleases note that we do insist on several requirements, and hope you will understand the importance of respecting our shared house of the Lord.

 If your organization feels that it will not be able to comply with any of the following church use requirements, the Trustees will determine in advance the cost for a janitorial fee at a normal rate of $25 per hour, and your event may not be approved if no one is available to perform the service. Special approval may be designated by initials by the Trustee Chairperson or their representative.
These guidelines include returning the facility to the exact condition in which it existed prior to use including but not limited to:

1. Return tables and chairs, wiped down and folded to original position or storage area.
2. Empty all trash including restrooms and kitchens.
3. Restock paper towels and paper (assuming these items are available to you.)
4. Vacuum/sweep &/or mop as needed including restrooms and kitchen.
5. Any use of kitchen items requires that all utensils are washed, dried, and put away.  Counters must be wiped down, and floors swept. Special permission is required for use of heating elements or for catering use.  ________________ initial if approved by Trustee Chairperson
6. No smoking or alcohol are permitted at any time on the facility

7. Turn off all A/C units

8. Lock all doors

9. Restrooms checked for cleanliness/trash removal

10. Special permission is required for nursery use.  No children are allowed in the nursery unsupervised at any time.  If nursery is approved, all toys and surfaces must be sanitized with Clorox wipes, trash removed, restrooms checked, floors swept, and toys returned to labeled position.________________initial aprov.
11. If there is damage to any property of the church, it must be immediately reported to the office at 972-292-1465.

12. The use of the Church Audio/Visual equipment is not allowed but can be made available under a separate agreement with an approved church member operating it, and normally for a charge for their time. ________________initial  approv., charge $25 per hour __________________
13. Church furniture must be respected at all times.  Decorations must NOT be attached to furniture with glue, nails, staples, tacking or any other type of adhesive.  ALL decorations are your responsibility to remove.  
14. Birdseed, flower petals, and other items for throwing at a wedding are not normally allowed unless a designated party is assigned for cleaning it all up. It is suggested to use bubbles to blow._________________initial approv. 
15. Wax candles may not be used unless under specific guidelines which must be discussed with the Trustees; however, if candles are approved, they must be placed on a surface that will catch the wax and is not the property of the church.  Candles must not be allowed to drip on any furniture on flooring etc.  Additionally, they are a fire hazard, and will only be approved in specific circumstances such as for a unity candle.________________initial approv.
16. Live music must be approved by the Trustees. _____________initial approv.
17. Cooking in the kitchen requires special permission.  This means use of a stove or oven or any other potential fire hazard or potential danger.  If your event will be catered, you must assure that your caterers are aware of all guidelines.  This includes that every item used is washed thoroughly and sanitized and returned to the exact location it was prior to use.  All heating surfaces must be turned off, and trash removed.  All countertops must be wiped down, the floor swept and mopped if necessary._____________initial approv.
18. Entry to the church must be arranged by the Trustees, and will include an inspection prior to use and after use

19. Please use the pictures of the area you are using to reset furniture and other items.  The church must be returned EXACTLY the way it was prior to your event.
20. SUPPLIES including trash bags located in closet off of Fellowship Hall
***If these guidelines are not followed and a prior arrangement was not made, a janitorial fee of $50 (double the normal rate) will be assessed. Additionally, your organization may be suspended from use of the facility in the future.
***Your organization is financially responsible for all costs for damage to any church property &/or contents and the payment for any/all damages must be received within 48 hours of damage.

Financial responsibility for use of the facility determined by the Trustees is:

Deposit required 30 days in advance___________________

One Time Use_______________   Janitorial Fee ____/hr__      Total_____________

Recurring Use_________   Janitorial Fee ______/hr___   Total_______per______(mo./wk/yr)

                  Circle use cycle:    Monthly     Quarterly     Semi-annually

Organization information:

Name of Organization______________________________  Date needed_____________________

Reason for use/event_______________________________  Time needed____________________

Responsible party__________________________Phone number______________________

Mailing address______________________   Number of participants____________________

Circle all that apply:          religious       nonprofit    chartered org     worship service      service organization
Please enjoy your event!

Sincerely, 

The Trustees of Button Memorial United Methodist Church

We, _______________, (organization) agree to abide by all building and use policies of Button Memorial United Methodist Church, and that we are financially responsible for any damage to the facility and its contents.

sda
Signature of organization rep._____________________________          Date____________________

Inspection prior to use done by:__________________________________


Inspection after use done by:____________________________________

Condition is:     Very Good                  Acceptable               Needs improvement /needs work   

Note specific items that need improvement if applicable____________________________________________________________________________________________________________________________________________________________________________________

Organization rep was called    YES  NO              Organization will clean   YES NO      Janitorial required    YES  NO
