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	Facility Reservation Request
Date of Request         

	People often ask why we are so open to letting the community use our building? We believe that everything we have belongs to God and should be used for His glory. We hope that you will experience our sincere hospitality and God's presence as you enter and enjoy His building. It is also our prayer that you will soon discover that our church is a great place to connect with others and with God. Don't be surprised if a church leader visits your event just to say "Hello!"… that's what we do at Plymouth Covenant Church (PCC). If you have any questions about our church, call us (763-559-4300), go to our church web page or drop by for a visit at one of our weekend services. Plymouth Covenant Church reserves the right to decline permission for use based solely on the discretion of PCC leadership.

	Event Description:      

	Date(s) Requested:       
	Time Requested:       

	Your Name:       
	Phone:          
	Email:      

	Address:      

	Relationship to PCC:   FORMCHECKBOX 
 Church Member      FORMCHECKBOX 
 Participants attend a Covenant Church      FORMCHECKBOX 
 Neighbor (live within 1 mile)      FORMCHECKBOX 
 No Relationship

	We are:    FORMCHECKBOX 
 A Christian ministry      FORMCHECKBOX 
 A non-profit community group      FORMCHECKBOX 
 A for-profit business or group      FORMCHECKBOX 
 A private group      FORMCHECKBOX 
 Other 

	Why PCC?      

	Approximate Attendance of   Infants           Children           Teens           Adults       
	Number of Adult Supervisors:        

	Check all the boxes of activities that apply to your event with a brief explanation of each activity:

	    FORMCHECKBOX 
 Serving Refreshments 
	     

	    FORMCHECKBOX 
 Charging a Fee 
	     

	    FORMCHECKBOX 
 Taking an Offering 
	     

	    FORMCHECKBOX 
 Selling Products
	     

	    FORMCHECKBOX 
 Spiritual Teaching
	     

	    FORMCHECKBOX 
 Worship or Prayer
	     

	Check all the boxes of the rooms that you are requesting for use at this event:

	
	 FORMCHECKBOX 
 Gym
	 FORMCHECKBOX 
 The Refinery
	 FORMCHECKBOX 
 Turtle Lake Café
	 FORMCHECKBOX 
 Sanctuary
	 FORMCHECKBOX 
 Garage

	
	 FORMCHECKBOX 
 Classroom (Small)
	 FORMCHECKBOX 
 Classroom (Large)
	 FORMCHECKBOX 
 Theater
	 FORMCHECKBOX 
 Worship Arts Room
	 FORMCHECKBOX 
 Nursery

	    
	 FORMCHECKBOX 
 Other:      
	   FORMCHECKBOX 
 Kitchen (lower level)
	  FORMCHECKBOX 
 Any Room Available

	    Comments...

	Check all the boxes of the items that you are requesting for use at this event:

	     FORMCHECKBOX 
 A/V Projector (requires paid operator)
	 FORMCHECKBOX 
 A/V Sound (requires paid operator) 
	  FORMCHECKBOX 
  Chairs    #     

	     FORMCHECKBOX 
 A/V Computer (requires paid operator)
	 FORMCHECKBOX 
 Microphone (requires paid operator)
	  FORMCHECKBOX 
  Tables   #      Round       #      Long     

	    Comments...

	Do you want to do your own set-up and clean-up?    FORMDROPDOWN 

	Do you have a Key FOB for access to the building?     FORMDROPDOWN 
  

	Comments...


Facility Use Instructions
A. How do I reserve a room at Plymouth Covenant?

1. If this event is a ministry of Plymouth Covenant Church, then the Pastoral Champion or Ministry Point Person overseeing this ministry should speak directly to the church office regarding a room reservation.
2. If this event is not a ministry of Plymouth Covenant, then you must…

a. Complete this form and submit it to the office (office@plymouthcovenant.org). Normally the approval process will take about one week, but if you are requesting significant resources or require special approvals – it could take up to four weeks.

b. You will be notified ASAP that your request has been "approved", "approved with revision" or "denied". If approved, then you will receive a "Facility Use Agreement" that must be signed and returned to the Church Office.

c. We will reserve your rooms once we have received a signed "Facility Use Agreement" and any deposits or fees that are required. Please do not make extensive plans or announcements until your event has been reserved.
d. We rarely allow outside groups to use our sanctuary for weddings, funerals or other events. If you are making a request of this nature, we might require that a member of our pastoral staff be involved in planning and hosting your event. 

3. Plymouth Covenant reserves the right to decline permission for use based solely on the discretion of PCC leadership.
B. How much will it cost to reserve a room at Plymouth Covenant?
1. There are several fees associated with the use of our facility:
a. Damage deposit that will be refunded after the event as long as nothing is damaged and the key FOB is returned: $200
b. 
Custodial fee for reasonable set-up and clean-up: $35/hour with a two hour minimum
c. Special services fee whenever you utilze our audio/visual/computer or Turtle Lake Café equipment: $35/hour

d. Impact fee to cover normal wear and utilities: 
	  The Refinery
	$100
	   Classrooms
	$50
	  Turtle Lake Café
	$100

	  The Garage
	$100
	   Theater
	$100
	  Sanctuary
	$250

	  The Kitchen
	$100
	   Worship Arts
	$50
	  Gymnasium
	$100


2. The impact fee will be adjusted as follows:

- Members of PCC will not be charged an impact fee.
- Friends of PCC will receive a 50% discount on impact fees.
- If the event is recurring, the user can make a request to the Church Trustees for a fee reduction.

- The fees may be adjusted on a case-by-case basis by the Office Administrator or our Church Trustees.

C. What will we expect of those who use our facility?
1. That you recognize that our facility belongs to God and show it the proper respect and care it deserves.

2. That you honor our commitment to keep PCC a smoke, alcohol, gun and gambling free facility, inside and outside.

3. That you keep all refreshments in the allowed areas – no food or drinks are allowed in the Sanctuary.

4. That you recognize that this is a "multi-user" environment and do not disturb other people's meetings and property.

5. That you refrain from conducting commercial or business activity without prior approval.
6. That you refrain from hanging signs, banners or advertising on the church building or grounds.

7. That you refrain from adjusting the thermostats, lighting, or fixtures.
8. That you refrain from hanging decorations/posters or move furniture without prior approval.
9. That you refrain from using church equipment and musical instruments without prior approval.
10. That you refrain from storing or leaving any items and/or accessories at our facility.

11. That you understand that the church is not responsible for damaged, lost or stolen personal item.

12. That you are willing to restore the room to its original state by paying our custodian or doing your own clean-up.

13. That you keep your activities confined to the area reserved. Children should not wander through the building.
14. That you schedule a facility tour and introduction during church office hours (763-559-4300 on Mon-Thu 9:00-3:00)
15. That you provide a "Certificate of Liability Insurance" from your General Liability Policy, naming Plymouth Covenant Church as an additional insurred part (applies to all non-PCC organizations).
16. That you are willing to work with us to relocate your event in a church emergency or scheduling conflict.

17. That you understand your event is not reserved until the Facility Use Agreement Form and all fees have been submitted.
18. That PCC is a latex-free facility.
19. That you will have adequate adult supervision as specified in our general church policy:
The Ratio is one responsible adult for every: 4 infants, 5 toddlers, 6 children, 10 teens.
































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Facility Request.doc

(2/7/2009)

