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1 Introduction

1.1 Purpose

WHEREAS, the church is of God, and will be preserved to the end of time for the conduct of worship and the due administration of the God’s Word and Sacraments, the maintenance of Christian Fellowship and discipline, the edification of believers and the conversion of the work; and

WHEREAS, all of every age and station stand in need of the means of grace which it alone supplies; and

WHERAS, all that we have we hold in trust for God and for the advancement of His church;

Therefore, The Board of Directors of Mount Comfort United Methodist Church (UMC) does establish and set forth the following Building and Property Use Policy for Mount Comfort UMC.
1.1.1 Procedure Description

The Policy will encompass Right of Use, Use of Equipment, Responsibilities, Reservations, and Fees. 

1.1.2 How to use this Document
This Policy is to be used by the Board of Directors and Church Office to guide building use. It may also be distributed to church members or guests that express desire to use Mount Comfort UMC building or property.
1.2 Scope

1.2.1 In Scope

This Policy applies to the use of the buildings and grounds owned by Mt. Comfort UMC. 
1.2.2 Out of Scope

No part of this Building and Property Use Policy shall apply to any parsonage or other facility procured for the housing of any pastor of Mount Comfort UMC.
1.3 Terms/Acronyms

	TERM/ACRONYM
	DEFINITION

	MDL
	Master Document List

	UMC
	United Methodist Church


1.4 Reference Documents 

Master Document List Name & Location
Mount Comfort UMC Risk Management Policy
1.5 Revisions

Proposals for changes to this policy may be submitted in writing to the current President of the Mount Comfort UMC Board of Directors.  This policy may be evaluated annually by the Board of Directors. Updates may occur more frequently if determined necessary by the Board of Directors.
2 Right of Use – Who May Use Buildings or Property 
2.1 Mount Comfort UMC Activities Take Precedence
While Mount Comfort UMC encourages the widest possible use of its buildings and property (provided any such use is consistent with historical and Biblical Christian standards) the events of Mount Comfort UMC take precedence over all other uses, including, but not limited to, community events and events sponsored by other Christian churches and organizations.  

Upon receiving a request for the reservation for use for any Mount Comfort UMC property, space, equipment, or service the order of priority is established as follows:  1. Church-based events.  2.  Individual Mount Comfort UMC members - occasional use free of charge.*  3.  Mount Comfort UMC sponsored community and chartered groups.*  4.  Non-member requests/rentals - equipment and service fees will be assessed.  

*Equipment and service fees may be applicable and are to be determined at time of reservation.

Requests should be made at least two weeks before the requested date of use so a coordinator may be appointed.  A coordinator or designated person, as determined by the Board of Directors,  must be on site at all times to maintain the integrity of the building; supervise decorating and set-up of all outside material; assist when necessary; supervise clean-up of entire building; conduct a walk-through before renters leave the building.  Costs associated with the coordinator are detailed in the Reservation and Fees section.
All requests for facilities and/or property use must be approved by the MCUMC Board of Directors.

2.1.1 No Political Meetings
No building or property of Mount Comfort UMC may be leased, loaned, or rented for political meetings of any kind, with the exception of official polling for the State of Indiana, Hancock County. 
2.1.2 Right to Withhold Access 
Mount Comfort UMC reserves the right to withhold access to any person, group, organization, or event it deems unsuited for the buildings and property of Mount Comfort UMC.  The Board of Directors shall determine such suitability.  Parties with history of misuse either in the physical building or spiritual intent of the church will be prevented from using building and facilities in the future.
2.1.2.1   Denial of Further Use
The violation of any part of this Policy may result in the denial of further and/or future use as determined by the Mount Comfort UMC Board of Directors.

2.1.2.2     Immediate Termination of Use
If unacceptable conduct is observed while on property, it is within the right of Mount Comfort UMC to request the group or persons in violation to leave the facility immediately. A member of the pastoral staff or the Board of Directors is authorized to evaluate the situation and terminate facility use immediately.
Violation of Policy can result in forfeit of any deposits and denial of refund of payments, as determined the by the Mount Comfort UMC Board of Directors.
2.2 Insurance
Additional insurance considerations may be necessary depending on  the facility and/or property request. For example, the use of the church van may require special procedures.  (See Section 4.5.)
2.3 Conduct
All persons using any buildings or other properties of Mount Comfort UMC shall conduct themselves in a manner appropriate for Christian behavior. Vulgar, profane and indecent language will not be tolerated.  (See Section 5.)
2.3.1 Children Supervision

Children under eighteen-years-of-age must be supervised in a manner consistent with the Mt. Comfort UMC Risk Management Policy. Children shall not be left unattended or unsupervised in any Mt. Comfort UMC building or property, including the nursery and children's rooms.
Children are not permitted to roam the building and/or enter non-reserved spaces. If nursery or other children's rooms are necessary for a facility reservation, they are to be included in the original reservation request. Unauthorized use of rooms not reserved in advance is considered a violation of this Policy.

3 Return to Original Condition—Custodian Service

Unless prior arrangements have been made for custodial service, any person, organization or group using any room or space, including the nursery and children's rooms, in any Mount Comfort UMC building or property must restore the area to its original condition immediately following use of the space. (See Sections 4, 7, 8.)

Request for custodial services may be made at time of original reservations. For information on fees associated with custodial services, please see the Reservations and Fees section. 

3.1 No Use of Adhesives, Staples, Tacks, Nails or Paint
No adhesive tape, staples, tacks, nails or hooks, or paint will be used on any permanent wall or surface in any Mount Comfort UMC building of property, unless such use is first approved by the Board of Directors.

4 Equipment Use

Prior arrangements must be made for the use of electronics.  Costs associated with equipment use, if any, are detailed in the Reservation and Fees section.

4.1 Audio-Visual Equipment 

Church-owned audio-visual equipment in the sound rooms of the sanctuary and the Family Life Center shall be operated only by Mount Comfort UMC Board-of-Director-approved sound technicians. (This limitation does not include free-standing standard TVs, VCR/DVD players, radios and cassette tape/CD players not in a sound room.) 

Reservation of the audio-visual equipment must be made in advance at the time reservations for use of the facility are made so that the church can do the following:

1. Verify the qualifications of the operator(s).

2. Ensure the equipment is available.

3. Ensure that the equipment is operable for the intended use. 

4.2 Sound Equipment 

The use of all sound equipment will require the paid services of a Mount Comfort UMC Board-of-Directors-approved sound technician. Use of qualified audio-visual operators from outside the church may be possible at the discretion of the Board of Directors. In such cases, the person contracting the use of the facility must sign for a financial responsibility agreement prior to the use of the facility. 

Clearly defined starting time and ending time must be defined and found acceptable by the Board of Directors prior to the event. These times are not negotiable once established. 

4.3 Sanctuary Instruments

Movement of or use of any instruments housed within the sanctuary must be pre-approved by the Board of Directors.  All instruments are to be returned to their original location.

4.3.1 Piano Special Considerations

Movement of the piano will also incur a tuning fee to be paid before the piano is to be moved (see Reservations and Fees section.) All movements of the piano must be made under the supervision of the Mount Comfort UMC Board of Directors.

4.4 Chairs and Tables

Use of church tables and chairs outside the church must be negotiated directly with the Board of Directors.  Tables and chairs used off church property are limited to tables in the storage building and the all-metal folding chairs (no padded folding chairs) and must be signed out.  (See Section 8.)

Room 215 and  the Building 2 Foyer are available for reservation with church tables and chairs for an additional fee. Setup and teardown of chairs and tables may also be included with a service fee. 

4.5 Van Use

Special considerations for insurance must be taken before the church van may be used.  The van insurance policy limits the number of authorized users.  Insurance arrangements must be made well in advance prior to scheduled use. (See Section 6.)
5 Food, Beverages and Tobacco

All foods shall be prepared, served and eaten only in the designated areas.

5.1 Sanctuary Limitations

No food or drink is permitted in the sanctuary unless associated with sacrament activities. Special exceptions must be pre-approved by the Mount Comfort UMC Board of Directors.
5.2 No Alcohol

No alcoholic beverages are permitted in any part of the building or grounds or in any motor vehicle owned, leased, or rented by the Church.

5.3 No Tobacco
Mount Comfort UMC is a tobacco-free facility. No tobacco product may be used in any part of any building or grounds or in motor vehicle owned, leased, or rented by the Church.

5.4 Beverage Coloring

In order to preserve the carpeting throughout all Mount Comfort UMC buildings and property, no drinks may be served containing, purple, red or orange food coloring.  Permissible beverages include:

· Coffee

· Tea

· Lemonade (mixes)

· Milk

· Orange juice

· Any carbonated beverages except those containing purple, red or orange coloring. 

5.5 Kitchen Rules  
Kitchen users are responsible for cleanup after use and must agree to comply with the following rules and expectations.  Anyone wanting to use the Kitchen must complete a reservation form and pay any fees required.
All Mount Comfort UMC kitchen utensils used for the event must be washed, dried and returned to the proper storage place.
Kitchen users must not use Mount Comfort UMC food , kitchen supplies and condiments, and/or disposable tableware and napkins.   Exception:  trash bags and kitchen linens.

All garbage and trash must be placed in sealed trash bags.
Sinks must be cleaned and dried.

The floor must be cleaned .
Wet towels should be placed in the laundry basket.
Kitchen users must not leave left-overs and/or supplies at Mount Comfort UMC.
Outside caterers are not to use Mount Comfort UMC facilities for preparation of food to be consumed outside the MCUMC facility and/or property.  
6 Van Use

Use of the van often requires additional approval or insurance arrangements. Please make any requests for van use in ample time to complete all approvals and insurance arrangements.
6.1 Eligible Use 
The van can be used by person(s) in charge of Mt. Comfort United Methodist church activities:

1. Mt. Comfort United Methodist Church Day Time ministries.
2. Mt. Comfort United Methodist Church youth groups.

3. Mt. Comfort United Methodist Church senior citizens

4. Mt. Comfort United Methodist Church Men

5. Mt. Comfort United Methodist Church Women (Sisters in Christ)

6. Mt. Comfort United Methodist Church 4-H Fair food committee/Air Show committee

7. Boy Scout and Girl Scout Troops sponsored by the Mount Comfort United Methodist Church.

6.1.1 Other Uses

If the requested use does not fit into one of the eligible uses above, your use/purpose must be pre-approved. Contact the Church Office, which will forward your request to the Board of Directors. The Board of Directors will make the final decision. 
6.2 Acceptable Destinations

The church van may be driven only to the following destinations.
1. Indiana

2. Illinois
3. Michigan
4. Ohio
5. Kentucky.
6.2.1 Other Destinations

If the requested use takes the van through a state not listed as an acceptable destination,  the destination use must be pre-approved. Contact the Church Office, which will forward your request to the Board of Directors.  The Board of Directors will make the final decision 

6.3 Eligible Drivers

All drivers must be pre-approved by the insurance company prior to driving the van.  A list of pre-approved drivers is maintained in the church office. To be evaluated as a driver, one must provide the church office the following information:

· Name

· Birth date

· Copy of current, valid driver's license
6.4 Fuel Expense Responsibilities

The fuel costs are the responsibility of the reserving driver(s). Requests for fuel assistance funding may be made to the Church Office, subject to approval by the Board of Directors, at time of reservations. The request must provide an estimate of the fuel costs. If approved, a maximum fuel amount will be designated. Fuel use beyond the maximum amount will be the responsibility of the reserving driver(s).  The van must be returned clean and with a full tank of gas.
6.5 Van Reservations
Contact the church office or the Board of Directors to schedule the van. The following information must be provided.   (See sample reservation form in attachment A)
1. Dates and times of use
2. Name of driver(s) (See Section 6.3)
3. Purpose of use

4. Fuel funding assistance requested (Y/N) and estimate value.

7 Reservations and Fees

The use of any room or space must be submitted to the Mount Comfort UMC Church Office. Requests should be made in writing on the MCUMC reservation form at least two weeks before the requested date of use.  All requests are pending approval by the MCUMC Board of Directors.
7.1 Groups and Members Without Space Fees

Any group or organization which is part of Mount Comfort UMC, or any group or organization which is part of The United Methodist Church will not be charged for use of any space. Individual members of Mt. Comfort UMC may use the buildings of the church on an occasional basis free of charge, provided such use neither impinges nor imparts the mission and ministry of Mt. Comfort UMC. Further, in effort to foster good will and in recognition of the ministry and good work of others, any non-profit organization that shares the values of Mt. Comfort UMC may use any church buildings and property fee-free for up to four (4) meetings per year.
Equipment and Service Fees may still be applicable to the above groups (e.g., sound system, audio-visual services, piano movement tuning, coordinator, or special custodial services). Equipment and Service Fees are to be determined at time of reservation.  Damage deposit fees will be payable by check.  The check will be returned if no damage has been incurred.
7.2 Fees

For a listing of fees, see the Mt Comfort United Methodist Space, Equipment and/or Service Reservation Form.  Exceptions may be made to any fees in this policy as determined by a majority vote of the Mount Comfort UMC Board of Directors.
7.2.1 Fee and Deposit Forfeiture

Violation of any portion of this Policy can result in forfeit of any deposits and denial of refund of payments.  Violation of Policy is determined by the Mount Comfort UMC Board of Directors.
8 Mount Comfort United Methodist Church Space, Equipment or Service Reservation Form

	Date(s) of Use
	           

	Time of Facility Use
	Facility opened:
	Facility closed:

	Time of Event
	Event start time:
	Event end time:

	Name of Event:
	

	Church Affiliation:
	

	Expected Attendance:

	Individual/Group/Organization Name:

	Purpose of Use:

	

	

	

	


Space Reservations Instructions—Place an “X” for all spaces desired and circle the duration of use (whole-day, half-day or evening)  Contact church office for pricing.
	Select
	Space
	Whole Day
	Half-Day
	Evening

	
	Room 215-FLC gym (without tables and chairs)
	
	
	

	
	Room 215- FLC gym (with tables and chairs, plus $___ per table  & 8-chair sets, with a $_____ total minimum room charge)
	
	
	

	
	Fellowship Hall  (Extra fees apply for room set-up, or renter may do own set-up.)
	
	
	

	
	Building 2 Foyer (Extra fees apply for room set-up, or renter may do own set-up.)
	
	
	

	
	Building 2 Foyer (with tables and chairs, plus $___ per table  & 8-chair sets, with a $____ total minimum room charge)
	
	
	

	
	Kitchen
	
	
	

	
	Café
	
	
	

	
	Classroom
	
	
	

	
	Infant Nursery – included in rental price for any other space
	n/a
	n/a
	n/a

	
	Toddler Nursery– included in rental price for any other space
	n/a
	n/a
	n/a


Equipment / Services Instructions—Place an “X” next to desired equipment/services.
	Select
	Equipment
	Fee

	
	Sound System/AV Use
	$25/hour

	
	Sound System/AV Technician
	$25/hour

	
	Standard TV with DVD/VHS player - portable
	No charge

	
	Piano Movement Tuning
	$90.00/move

	
	Church Van—Complete Van Use Reservation Form
	Fuel - See Section 6

	Select
	Service
	Fee

	
	Piano/Organ Playing for non-Church Members
	

	
	Coordinator (required for certain events)
	

	
	Custodial Cleaning
	

	
	Chair and Table Setup and Teardown
	


	Reserved by 
	Name:

	Contact Information
	Phone:

E-mail:

Address:



	Signature: I have read and I understand the Mt. Comfort United Methodist Church Building and Property Use Policy, and with my signature I agree to the fees and conditions for use as detailed in  the policy.
	______________________________________________

Date:

	Church Office Use Only


	Approved by MCUMC Board of Directors:
	____Yes     _____No

Date Approved:_____________________________


	Special Arrangements Pre-approved (e.g., Outside Sound Technician):

	1. Note Special Arrangements:
Approved by:
Date Approved:____________________________


	Van Use Reservation Form Completed:
	_____Yes    _____No     _____Not Applicable


	Date Space, Equipment and/or Services Confirmed.

Are there any exceptions from the original request above?

	Date Confirmed with Requester:
By Whom: (signature)
With Exceptions:


	Total Confirmed Fees
	$ _______________________


	Damage Deposit
	$100.00   _____Check /Money order#__________________
Date:_________________     Received by:_______________________


	Final Fee Payment
	Final Payment: $_______   _____Cash     _____Check #___________
Date:_________________     Received by:______________________



	Notes:  
	Name of designated Coordinator:____________________________
Name of  designated Custodian:_____________________________
Name of  designated Sound Technician:______________________



9 Van Use Reservation Form
	Mt. Comfort UMC Van Use Reservation


	Dates and Times of Use

	From:

	To:


	Reserved by:
	Name:

	Number of Passengers:

	
	Contact Information:

	Phone:

E-Mail:

Address:


	Individual/Group/Organization Name:


	Purpose of Use:

	
	
	
	
	
	Authorized Driver Information  - Provided Prior to Approval
The church maintains a list of all insurance-authorized drivers. If your driver(s) are not on the authorized driver list, either locate an authorized driver or submit a request to the church office to consider authorizing your driver(s) through the church insurance company.  Authorized drivers must provide MCUMC with a copy of their current driver's license.

	Name & 

Driver's License Number/State
	Insurance Authorized (Y/N)

	Requesting Insurance Authorization? (Y/N)


	Name:

DL#:

State:
		
	Name:

DL#:

State:
		
	Insurance:

Does your driver(s) or group/organization carry any additional insurance? If yes, list the insurance information including carrier, policy number and type of coverage below:


	Carrier:

	Policy #


	Type of Coverage:


	
	Additional Information:


	
	
	
	
	

	


	Approved by MCUMC Board of Directors:
	____Yes     _____No

Date Approved:_______________________________



10 Mount Comfort United Methodist Church Weddings

We are happy that you have chosen, in recognition of the sacredness of the marriage relationship, to be married in the Church.  We believe that marriage is God's plan, and that persons can experience the fullness of its joy only as God is a partner in it.  We pray that you will not only seek His blessing at the time of the wedding ceremony, but that you will seek His presence with you daily.

10.1 The Church Wedding 
A church wedding is not simply a civil ceremony in a beautiful setting.  It is an act of worship held in a sanctuary that has been dedicated to God.  The Mount Comfort wedding ceremony is a part of the liturgy of the Church and will include praise to God for the gifts of thanksgiving and petition, and the sharing of the marriage vows through which bride and groom commit themselves to one another.  The Mount Comfort United Methodist Church minister in charge will be happy to work with you as you plan a meaningful and worshipful wedding ceremony.
10.2 The Officiating Minister

The Mount Comfort United Methodist Church minister is in charge of every wedding performed at Mount Comfort Church.  Should there be a good reason for including another minister, the request must be approved by the Mount Comfort minister and the invitation extended through him.  Do not speak with another minister about the possibility of officiating or assisting prior to consultation with the Mount Comfort minister.  

All couples being married at Mount Comfort Church will be required to meet with the Mount Comfort minister well in advance of the ceremony for counseling and wedding planning.  Final plans should never be made until after consultation with the Mount Comfort minister.  The dates of counseling/planning (minimum of three sessions) should be scheduled no less than three months prior to the wedding date.

PLEASE NOTE:  The Mount Comfort minister retains the right after consulting with the couple to refuse to officiate, whether it be a member or non-member wedding.
10.3  Calendaring Your Wedding
The proposed wedding date and time should be tentatively cleared with the church office as you have them in mind.  No date or hour can be finalized until approved by the officiating minister.  UNDER NO CIRCUMSTANCES SHOULD WEDDING INVITATIONS BE ORDERED UNTIL THIS APPROVAL HAS BEEN SECURED.

The latest starting time for a wedding with a reception being held in the church will be 5:30 P.M.  The latest starting time for a wedding with no reception being held in the church will be 6:30 P.M.  

All wedding receptions are to be finished by 9:00 P.M.
10.4 Music
All music used at your wedding should be appropriate for the worship setting.  The church pianist and pastor will be happy to assist you in the selection and approval of your wedding music.  All music arrangements must be completed no later than one month in advance of your wedding date.  If a guest instrumentalist is desired, the guest's credentials must be presented to our church pianist and her approval secured.
10.5 Flowers
You may have as many flowers (real or artificial) as you desire; however, the persons doing the floral/decorative work need to know the following.  Please share the policies below with your florist/decorator when you make your wedding arrangements.
10.5.1 Pads

Pads must be placed under palms, ferns, and floral pieces which are already in clean, dry, watertight containers.

10.5.2 Pew Markers

If bows or any other pew markers are used, they must be attached to pew ends so as not to mar the pew.  No tape, thumb tacks, florist pins, etc. will be allowed.  Plastic pew markers are available from the church.

10.5.3 Church Equipment

When using any church equipment, any attachment must be by ribbon or wrapped floral wire.

10.5.4 Delivery

Arrangements should be made with the church office regarding the time of delivery of flowers/decorations for your wedding.  Any item needing to be picked up following your wedding should be called for later that same day if at all possible; however, please let the church office know approximately what time to be sure the church is opened for you.

10.5.5 Liability

The persons doing your floral/decorative work will be liable for any damage incurred, or for any extra cleaning that is required due to their negligence.

10.5.6 Removal of Decorations

Any floral or other decorations are the responsibility of the wedding party to put up and take down.  This is not the responsibility of the Mount Comfort UMC custodian.  Mount Comfort UMC cannot accept responsibility of care and storage of any items involved in your wedding.   

10.6 Aisle Runner
If you choose to use an aisle runner, it will need to be at least 75 feet in length to reach from the base of the chancel steps through the Sanctuary doors.  You will need to arrange for the aisle runner with your florist/decorator.  Aisle runners cannot be anchored with pins.

10.7 Candelabras, Aisle Posts & Candles

Mount Comfort UMC has two brass seven-candle candelabra stands which are available for your use.  We also have two walnut-toned wood seven-candle candelabra stands which are available for your use.

Commercially rented candelabras may be used but plastic drip-mats must be used beneath each one.  We do have such drip-mats available.

Mount Comfort UMC has ten brass aisle-post candles available for your use.  These aisle- post candles are attached (and removed) by the Church Wedding Coordinator to every third pew-end, down the center aisle (five aisle-post candles to each side).

The Unity Candle for your wedding ceremony, should you desire one, must be furnished by you or your wedding party.

All candles will be furnished by the church for all church candelabras and aisle-post candles.  (Please see fee page.)

Any other candles (such as the Unity Candle), other than those furnished by the church, must be drip free and smokeless.  These candles must be approved by the church.

10.8 Kneeling Bench

Mount Comfort UMC has a brass/white cushioned kneeling bench available for your rental.  (Please see fee page.)
Please let the church office/secretary know at least one week in advance of your wedding if you wish to use any of the candelabras, aisle-posts, and/or kneeling bench in your ceremony.
10.9 Unity Candle

The use of a Unity Candle during your wedding ceremony should be a decision between you and the officiating pastor.  Should you choose to use a Unity Candle as part of your wedding ceremony, this candle may be placed on our altar, but a drip-mat must be used beneath it.  Before removing your Unity Candle following your ceremony, please be sure that the melted wax has set.
10.10 Restrictions

10.10.1 No Rice, Confetti, or Birdseed

No throwing of rice, confetti, birdseed or any other item is permitted inside or outside the church building or on church property.

10.10.2 Church Furnishings

All church furnishings will remain in place with exception of the pulpit and lectern.  Ferns may remain in place or be moved at your request and the church's discretion.  Any movement of these furnishings will be by our custodian.

10.11 Rehearsal Dinners & Receptions

Rehearsal dinners and/or receptions may be held in the church's Fellowship Hall or Family Life Center (gym).  You may cater your own rehearsal dinner or have a professional caterer.  You or your professional caterer will be expected to arrange tables and chairs as needed.  All tables and chairs set up for your rehearsal dinner or reception must be taken down, sorted, and returned as originally found.

Wedding rehearsals and dinners must be completed and finished by 9:00 P.M.
The Mount Comfort UMC kitchen is available, if needed, but must be returned to the same condition as originally found.

Use of the Fellowship Hall, Family Life Center (gym), any classrooms, and the kitchen must be cleared with the church office, subject to approval by the Mount Comfort UMC Board of Directors,  prior to the event.

No alcoholic beverages or smoking are allowed at any time in any part of the Mount Comfort UMC building or grounds.  Please inform your wedding party and guests.
10.12 Dressing Rooms

Wedding parties may dress at the church.  A dressing room for the bride and her attendants and a dressing room for the groom and his groomsmen will be set aside and marked.  These dressing rooms will be ready for wedding rehearsal so that all members of the wedding party may easily locate them the day of the wedding.  A full-length mirror is located in the bride's and groom's dressing rooms for your use.

Note:  Mount Comfort UMC cannot accept any responsibility for care and storage of any items involved in your wedding.  The church is not responsible for any valuables lost during any rehearsal, dinner, reception, or wedding ceremony.

10.13 Church Time Schedule

The Mount Comfort UMC custodian will open and lock the church for your use.  All personal items must be removed from the church by the end of your time period.  Mount Comfort UMC will not accept any responsibility for care and storage of any items.
10.13.1 Rehearsal

The church doors will be opened ten minutes prior to the scheduled rehearsal time.  It is expected that the wedding rehearsal will take no longer than one hour; therefore, the church will be locked within two hours from the time it is opened.

10.13.2 Rehearsal Dinner

If you are having a rehearsal dinner at the church, it is expected that the dinner will proceed immediately prior to your rehearsal or follow immediately after your rehearsal.  If your dinner is prior to your rehearsal, the doors will be opened ten minutes prior to the scheduled dinner time.  If your dinner is after your rehearsal, the doors will be locked three hours from the scheduled rehearsal time.

10.13.3 Wedding Ceremony

Mount Comfort UMC will be opened for your use for your wedding a total of five (5) hours.  The time frame is two hours prior to the scheduled wedding time, one hour for the ceremony, and two hours following the ceremony.  This will allow time for the wedding party to dress, pictures to be taken before and/or afterwards, your wedding ceremony, a reception line (if desired), and time to gather personal items.  Changes to this time schedule must be first cleared through the officiating Pastor.

10.13.4 Reception
It is expected that the wedding reception will follow immediately after your wedding, lasting no longer than three to four hours from the time of the wedding.

10.14 Pictures & Videos

Please inform your photographer and/or videographer that they must contact the officiating minister prior to your rehearsal and wedding.  The time that pictures are to be taken in the church must be negotiated with the officiating minister.  No videos or pictures are allowed to be filmed from the sound loft.

10.15 Sound Loft

Mount Comfort UMC has a small sound loft in the back of the Sanctuary.  Special lighting, recorded music, and microphones are available with prior consultation, approval, and a two-month notice.  Only a Mount Comfort UMC trained sound technician will operate our equipment and be present in the sound loft during your rehearsal and wedding.  (Please see fee page.)

10.16 Child Care & Room Use

Please note that Mount Comfort UMC does not provide child care or infant care during any rehearsal, dinner, wedding, or reception.  There are no rooms in the church available for your use other than those specifically set aside for the wedding event.  We politely request that all children remain with their respective adults.

10.17 Custodian & Coordinator
The Mount Comfort UMC custodian will unlock and lock the church as required and perform the following services, according to the previously outlined church schedule.  (Please see fee page.)

Custodian 

The custodian is paid a flat fee for wedding rehearsals/ ceremonies.  The custodian is paid an hourly rate for rehearsal dinners and receptions, with a three-hour minimum guaranteed.  The custodian's fee for events other than wedding is negotiable depending upon the level of service needs.

Responsibilities of the custodian include the following:

1.  Check restrooms for supplies and cleanliness prior to the event and spot clean and re-stock as needed.

2.  Lock exterior doors at the conclusion of the event.

3.  Vacuum carpets as needed to spot clean at the conclusion of the event.

4.  Mop as needed to spot clean at the conclusion of the event.

5.  Check restroom for supplies and cleanliness after the event and spot clean and re-stock as needed.

6.  Turn out lights and lock interior doors as needed before leaving the building.
A Mount Comfort UMC wedding coordinator will be required to be on the premises for the duration of the time the wedding party uses the church for the rehearsal and wedding as well as any rehearsal dinner or reception in the church facility. (Please see fee page.)

Coordinator 

The event coordinator must be present from the time the church facility is open for a specific event, including time before the event for set-up and/or decorating, until the time the event concludes.  If a custodian is present for the event (such as weddings, rehearsal dinners, and receptions), the coordinator and custodian will work together for set-up and decorating.  The coordinator is paid an hourly rate in quarter-hour increments for time on the job.

Responsibilities include the following:

1.  Unlock exterior doors.

2.  Unlock interior doors and turn on lights as needed for the event.

3.  Supervision and assistance with room set-up, including tables and chairs.

4.  Supervision and assistance with decorating, if applicable.

5.  Assistance with set-up of wedding candelabras and aisle posts, including drip-free candles and candle mats, if applicable. 

6.  Supervision of kitchen and clean-up, if applicable.

7.  Assistance in providing access to reserved facilities and equipment.

8.  Supervision and assistance in the removal of decorations after the event.

9.  Assistance in assuring that all personal belongings of those at the event are not left on church property.

10.  Lock all exterior doors at the conclusion of the event.

11.  Turn out all lights and lock interior doors as needed before leaving the building.
10.18 Deposits / Church Property Damage
We at Mount Comfort UMC are in hopes that each wedding party cares for our church property just as if it were their own.  Any damage to church property is the responsibility of the wedding party.  

A $100 deposit will be required to reserve space for the wedding, rehearsal, and rehearsal dinner and/or reception at the time of confirmation date.  In addition, a $200 damage deposit will be due at time of confirmation of the wedding date.  This will be returned seven days after the wedding if no damage has been incurred or if the wedding is cancelled.  This is in addition to the $100 deposit required .
11 Mount Comfort United Methodist Church Wedding Reservation Form
	Names of Bride and Groom
	

	Member Affiliation
	

	Dates and Times of Use:       Designated time the church facility will be opened and closed

	Wedding Day - facility use
	Date:
	Open & Close Time:

	Wedding Ceremony itself
	Start & End Time:

	Rehearsal - facility use
	Date:
	Open & Close Time:

	Rehearsal of ceremony itself
	Start & End Time:

	Rehearsal Dinner?  Y / N
	Date:
	Start & End Time:

	Reception?              Y / N
	Date:
	Start & End Time:

	Expected  Wedding Attendance:


Sanctuary and Services Reservations Instructions—Place an “X” next to all services required and additional services needed.  Member fees are for individuals (bride or groom or either parent of the bride or groom) who are on the membership roll of Mount Comfort United Methodist Church.  Contact church office for pricing.
	Select
	Fees/Services
	Non-Members
	Members

	
	Reservation Deposit - Due when date confirmed
	
	

	
	Damage Deposit - Due when date confirmed (refundable)
	
	

	
	Sanctuary - Rehearsal/Wedding
	
	

	
	Minister's Honorarium
	
	

	
	Coordinator - Rehearsal/Wedding only
	
	

	
	Custodial Fee - Rehearsal/Wedding only
	
	

	
	Sound Technician Fee - Rehearsal/Wedding only
	
	

	
	Church Pianist fee - Rehearsal/Wedding
	
	

	
	Church Candelabras - Two walnut stands, 7 candles each
	
	

	
	Church Candelabras - Two brass stands, 7 candles each
	
	

	
	Church Aisle-Post Candles - Five pairs @ $20 per pair ($10 per pair, members)
Number of pairs ordered: _______ = $_________
	
	

	
	Kneeling Bench
	$20.00
	-0-


Rehearsal Dinner Space and Services Instructions—Place an “X” next to all spaces and services required.  Member fees are for individuals (bride or groom or either parent of the bride or groom) who are on the membership roll of Mount Comfort United Methodist Church.
	Select
	Space/Fees/Services
	Non-Members
	Members

	
	Fellowship Hall or Family Life Center (Foyer or 215/gym) - Rehearsal Dinner 
With $___ for 3-hr.minimum + $__ per hr. additional.  (Members - $___ for 3 hrs. + $__ per hr. additional.) Included:   kitchen privileges.
Number of tables w/ 8-chair sets requested: ________

@ $__ each =  $_____________

Number of hours reserved _______ = $__________


	 $150 for 3 hr. + $50/hr. each additional    + $3 per round table/8 chairs set   


	No charge
No table/chair use charges.



	
	Custodial Fee - Rehearsal Dinner  - 3-hr. minimum + $___ per hr. each additional
Number of hours reserved ______ = $___________
	$150 - 3 hr. min. + $50/ hr. each additional

	Member may assume responsibility or be billed for clean-up.


	
	Table/Chair set-up/tear-down (may opt to do it yourself)
	$50
	$50

	
	Coordinator - Rehearsal Dinner

Number of hours reserved ______ = $___________


	$25/hour =

	$25/hour or member may assume coordinator responsibilities and incur no charge.

	
	Sound/AV Technician  - 3-hr. minimum + ___ per hr. each additional
Number of hours reserved ______ = $_________

Note:  Required for use of MCUMC sound loft.


	$150
	$100


Reception Space and Services Instructions—Place an “X” next to all spaces and services needed.  Member fees are for individuals (bride or groom or either parent of the bride or groom) who are on the membership roll of Mount Comfort United Methodist Church.
	Select
	Space/Fees/Services
	Non-Members
	Members

	
	Fellowship Hall or Family Life Center (Foyer or 215/gym) - Reception 

With $___ minimum:

Number of  round tables w/ 8-chair sets requested: ________

@ $__ each =  $_________
Number of hours reserved _____ = $__________


	$ 150  for 3-hr. min. + $50/ hr. each additional  + $3 per round table/8 chairs set  = 

$ _______


	No charge
No table/chair fee

	
	Kitchen - Reception - Included with rental
	Included
	Included

	
	Custodial Fee - Reception (3-hour minimum + $50 hr. each  additional)  Number of hours ____ = $_______
(Fee calculated for when building is opened - closed.)


	$150 for 3 hrs. + $50 hr. additional
	Member may assume responsibility or be billed for clean-up.

	
	Coordinator - Reception (3-hour minimum + $___ hr. each additional)  Number of hours _____ = $______
(Fee calculated for when building is opened - closed.)


	$75 for 3 hrs. + $25/hr. each  additional
	$75 for 3 hrs. + $25/ hr. each additional or member may assume coordinator responsibilities and incur no charge.

	
	Sound/AV Technician (3-hour minimum + $___ hr. each additional)  Number of hours _____ = $______
Note: Required for use of MCUMC sound loft.
	$150 for 3 hrs.+ $50/hr. each additional
	$100  + $50/hr. each additional


	Reserved by 
	Name:

	Contact Information
	Phone:

E-mail:

Address:



	Signature: I have read and I understand the Mt. Comfort United Methodist Church Building and Property Use Policy, and with my signature I agree to the fees and conditions for use as detailed in the policy.
	_____________________________________________

Date:


	Church Office Use Only


	Approved by MCUMC Board of Directors:
	____Yes     _____No

Date Approved:__________________________________________


	Special Arrangements Pre-approved (e.g., Outside Sound Technician /Pianist):


	1. Note Special Arrangements:
Approved by: __________________________________________
Date Approved:_________________________________________


	Date Space, Equipment and/or Services Confirmed.

Are there any exceptions from the original request above?

	Date Confirmed with Requester: ___________________________
By Whom: (signature) ___________________________________
With Exceptions:


	Total Confirmed Fees
	$______________________


	Deposits - Due at time of Confirmation of Wedding and Rehearsal Dates.
	$100 - Reservation deposit.   $200 - Damage deposit.
$______________     _____Cash     _____Check #___________
Date:______________          Received by:__________________


	Final Fee Payment -
Due no later than ten days prior to the wedding.
	Final Payment: $__________   

_____Cash     _____Check #___________
Date:_______________        Received by:__________________



	Notes:


	Name of  designated Coordinator:____________________________
Name of  designated Custodian:______________________________
Name of  designated Sound/AV Technician:____________________
Name of  designated Pianist:_________________________________
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