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Middleburg United Methodist Church
Policy for Use of MUMC Facilities by Members and Nonmembers

The following shall govern use of the MUMC churchyard, sanctuary, fellowship hall, kitchen and meeting rooms:

1. Dates and specific events must first be cleared with the Pastor, who shall be the central authority, and registered in the church office.  The Pastor has the discretion to change the fee for a particular applicant.
2. After obtaining approval for the event and facilities  or grounds use, the following charges will apply:
a. For members of MUMC, there shall be no charge for a pre-approved use of the building interior or churchyard unless in conjunction with outside organization.  Members need to follow the requirements for use and cleanup outlined in the church facilities use application and agreement. A member may not assign the facilities use privilege to a nonmember, except in the instance of a funeral or wedding of a family member or otherwise as approved by the pastor in advance. 
b. Nonmembers shall pay a fee of $200 for use of the sanctuary and/or the fellowship hall, to include the kitchen.  A $50 deposit will apply.
c. For the use of the churchyard or the surrounding fence, there shall be a graduated rate based upon any use of church utilities and length of time the yard or fence is used:  Full use of the yard and an outlet for several hours shall be $200 with a $50 deposit, whereas use of the fence such as by Foxes on the Fence shall be $50, not to include use of the yard, or $25 by performers who spend no more than an hour and use a church exterior plug for an amplifier. Other use of the churchyard or fence shall be at the Pastor’s discretion. Access to the bathrooms and kitchen is not included with churchyard events. Use of the kitchen and/or bathrooms in conjunction with an event in the churchyard shall necessitate a separate charge at the pastor’s discretion, depending on such factors as the necessity of opening and closing the Church and length of use.
d. A separate  policy and fee schedule exists for a nonmember wedding.
e. If another non-profit organization uses the church facilities for which that organization is charging admission, the fee may be a donation to the Church or a percentage of the ticket sales, such as 10-15%, as projected in advance, to help cover expenses.  If no admission fee is charged, then the nonprofit will make a donation to the church as agreed with the Pastor, based on the length of time of use, facilities used, and number of attendees. Special exceptions may be considered for charities which MUMC directly supports such as Seven Loaves at the discretion of the pastor.
f. All facilities users are responsible for removal of their trash and cleaning of the facilities and replacement of equipment and fixtures, to leave them in the condition in which they originated, as specified in the application and agreement.  The opening or closing of the church, turning out lights and turning down the heat or air conditioning, and moving of other equipment, requires strict coordination with the church office.  The piano is not to be moved without specific permission.  Any damage to the facilities or equipment will necessitate a charge to the facilities user to ameliorate the damage.
g. All nonmember facilities users will provide MUMC with a waiver of liability prior to the event and in some circumstances such as repetitive use will require MUMC to be a named insured on the user’s insurance policy with a copy given to the church office.

Middleburg United Methodist Church
Facility Use Regulations

1. The applicant, or a designee, is responsible for:
· Returning all furniture and fixtures to their original place and condition
· Extinguishing lights, including those in the rest rooms
· Returning thermostats to their original settings as instructed by a member of the Church events committee
· Making sure toilets are flushed and faucets are turned completely off
· Locking all outside doors.
2. A member of the Church administration will unlock the building one half hour before the event unless additional time is required for set up/decoration, as agreed in advance.
3. The piano in the sanctuary shall be moved only with the permission of the attending member of the Church administration.
4.  During the event, the applicant agrees to prohibit any unruly or unbecoming conduct on the Church property, including parking area, building and grounds.
5. The applicant or group he/she represents will assume responsibility for any damage or loss which may result from such use.   A liability waiver is required for all nonmembers’ use.  For recurrent use, such as a monthly event, the Church should be a named insured on the applicant’s insurance policy and shall provide a copy of the insurance policy to the Church office.
6. 5. There will be no interference in any way with Church activities, which shall have a prior claim on the use of the facilities.  The Church will notify applicant of any conflicting dates at the time of application.  Reservation will be confirmed through the Church Secretary and must have the approval of the Pastor.  Church office hours are Monday-Thursday from 9AM to 1PM. The Church telephone number is 540-687-6492.
7. In case of cancellation, change of time or date, or termination of recurring events, the Church office should be notified as soon as possible.  Any cancellation less than three weeks before the event will result in forfeiture of the deposit.
8. All groups will provide their own supplies, including paper products and table covers, bathroom supplies excepted.
9. It is understood that all activities will be confined to the room(s) designated on the application.  If youth are present, they must be properly supervised at all times. There will be no wandering throughout the building.  At least two adults should be present with anyone under age 18 in attendance.
10. ALCOHOLIC BEVERAGES AND SMOKING ARE STRICTLY PROHIBITED ON ANY PORTION OF THE CHURCH PROPERTY OR IN ANY PART OF ITS BUILDING.  No food is allowed in the Sanctuary with the exception of infant bottles.
11. Groups meeting on an ongoing basis are required to update their building use agreement annually.
12. Under no circumstances will thumb tacks, scotch tape, nails, etc. be put in or on the walls, furniture, fixtures, or flooring anywhere in the facility.
Failure to observe this agreement on the part of any group or individual will result in prohibiting any future use of the facility and forfeiture of the deposit.

Middleburg United Methodist Church
Application for Use of Church Facilities

1. Name of Applicant(s):  ___________________________________________________________
2. Name of Organization: ___________________________________________________________
3. Title: ___________________________________  Email: _______________________________
4. Address: ______________________________________________________________________
5. City: _________________________      State: _____________    Zip: _____________

6. Status of Applicant:
Church Group: _____   Individual: _____  School: _____  Nonprofit: _____
Other (specify)_________________________________________________

7. Facility and equipment to be used (check all that apply)
Sanctuary:     _____        Fellowship Hall:              _____        Kitchen:       _____
Nursery:        _____        Large Classroom:            _____        Churchyard: _____
Choir Room: _____        Sunday School Room(s): _____       Fence:           _____

Tables:          _____         Chairs:   _____       Organ: _____    Piano: _____

8. Dates Requested: _____________ Time(s): From _________ (AM/PM) to _________ (AM/PM)

9. Number Expected to Attend: ________   Age Group(s): ___________________

10. Fees for Facilities Use: _____________(See attached schedule)

11. Donations, Collections or Admission Fees will _____will not _____ be received or charged.

12. Name of and description of event (if a flyer and/or information sheet is available, please attach)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________


13. Name of person(s) in attendance who will be responsible for direction of attendees and clean-up:

Name: ________________________________ Email: _______________________
Phone Number: ________________________ 
          
Name: ________________________________ Email: _______________________
Phone Number: ________________________ 
          


The undersigned applicant hereby gives Middleburg United Methodist Church permission to verify the information entered on this application.  No event date is confirmed until this application is approved and returned to the applicant. By signing below the applicant agrees to the policies shown in the attached Use of Facilities Regulations.


Applicant’s Printed Name: ______________________________   Date: ___________________


Co-Applicant’s Printed Name: ___________________________   Date: ___________________

























………………………………………………………………………………………………………

For Middleburg United Methodist Church Use Only


Approved by (Printed Name): _______________________________ Date: _________________

Title: _________________________________



Middleburg United Methodist Church
Facilities Use Fee Schedule

· Members: No charge for members’ pre-approved use unless use is in conjunction with an outside organization.
· Nonmembers:
· Use of sanctuary and/ or fellowship hall  $200 with $50 deposit required.
· Use of churchyard and fence for several hours with use of external electrical outlet         $200 with $50 deposit required.  This does not include use of church bathrooms unless special arrangements are made with the Church ahead of time.
· Use of fence for a week $50
· Use of churchyard and external electrical outlet for no more than an hour $25
· A separate nonmember wedding policy governs weddings.

· Nonprofit Organizations:
· If the organization is charging admission to the event, a percent of the ticket sales will be charged, as agreed with the Pastor and Church Office.
· If the organization is not charging admission, a donation to the Church to help cover expenses will be required, as agreed with the Pastor and Church Office.


The Pastor will decide any exceptions to this fee schedule on a case-by-case basis.
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