SAINT SMYRNA BAPTIST CHURCH, INC.
68 Heery Road

Newnan, GA   30263

 FACILITIES RENTAL CONTRACT 
(Please Print)
Contact Person/Person Renting Facility
Name
















Last




First




Middle

Address  















     Number

Street



City

State

Zip

Telephone (     )


_______________
 (     )



__________

         Home





Cell






Email: 









________________________________
Activity Planned (Wedding/Funeral/Concert/Musical/Etc.)  






______
Groom’s Name:  



_______       (     )





      

                                                                                                       
Telephone Number

Bride’s Name: 





        (     )





______
                                                                                                        
Telephone Number

Minister Performing Ceremony/Service:  








______
If Funeral, Deceased’s Name:  










______  
Date of Event:  

                           _______    Time of Event:  




____________
Date of Event:  

                           _______    Time of Event:  





_____
Member of Saint Smyrna:    Yes □   No □      Member’s Name:  





____________
Facilities/Equipment/People Needed for this Event

□ Sanctuary





□ Drums                                                                       
□ Changing Rooms




□ Pastor/Minister                                
□ Fellowship Hall




□ Keyboard Player
□ Kitchen





□ Organist
□ Channel Board/Monitors/Microphones

□ Percussionist/Drummer
□ Hand Held Microphones



□ Sound Technician
□ Keyboard





□ Sound Equipment in Fellowship Hall
Policies for Using Facilities

1. Request for use of church or facilities must be made by completing the Facilities Rental Contract with the Facilities Coordinator.  A phone call to determine if facilities are available does not confirm or hold the facilities for you.  The signed contract is the only thing that confirms the facility is being held for your event.
2. One half of the rental fee is required when the completed contract is submitted to reserve the date/facility.  Balance of monies due is to be received at least two weeks prior to the event, with exception of funerals.  You will forfeit all monies paid should your event be cancelled.
3. Building must be vacated as agreed upon so the custodian has time to come in and clean.
4. The Facilities Coordinator assigned to your event is the church contact for all moving of any and all church equipment, furniture, etc.  Any questions should be directed to that person.
5. You will receive a phone call from the Facilities Coordinator at least two weeks prior to your event.   He/she will inform you of any monies still due to the church.  The balance of fees due must be paid to the church no later than two weeks prior to your event.

6. The moving of church furniture must be supervised by the Facilities Coordinator. No furniture is to be moved without the permission and supervision of the Facilities Coordinator. All items moved must be returned to original position by the person responsible for renting the facilities prior to vacating the building.
7. Nails, staples, plastic or cellophane adhesive tapes may NOT be used on the premises.
8. Rice or confetti shall not be thrown in the building. Only bird seed may be used outside. Cars may be decorated but the area must be cleaned up after the wedding party leaves.
9. Activities will not be scheduled over 6 months in advance (except for weddings) and once approved must be confined to the rooms designated in the contract.
10. If ministers other than Saint Smyrna Baptist Church staff are used, they must be approved prior to your event.
11. No weddings will be scheduled during the week of Christmas or Easter or during times when Saint Smyrna activities are normally held.
12. The Sanctuary, Fellowship Hall, and all rooms used for your event must be left as found before vacating the premises.
SANCTUARY 
1. The piano and organ are not to be moved under any circumstances.
2. If candles are used, protection must be provided for carpets and furniture. The wedding party is accepting liability for any damage done to the church and/or carpet.
3. If live plants are used in decorating, their containers must be covered completely to prevent soil or water from spilling onto the carpet or furniture.
4. If audio, lighting, or video system is required, a SSBC sound technician must be used. The system MUST NOT BE OPERATED BY ANY OTHER PERSON UNDER ANY CIRCUMSTANCES. The sound needs and/or volume are determined by the sound technician and not the soloists.
5. Sound technicians ONLY are to move any sound speakers or microphones.
Absolutely no food or drinks are allowed in the sanctuary or lobbies.
FELLOWSHIP HALL/KITCHEN
1. Refreshments are only allowed in the Fellowship Hall.  No alcohol or tobacco products are to be used anywhere on the premises.  (Absolutely no food or drinks are allowed in the sanctuary or lobbies.)
2. Any furniture/equipment moved in the Fellowship Hall must be supervised by the Facilities Coordinator and all items must be returned to original position by the person responsible for renting the facilities.
3. A Sound System will not be allowed unless prior approval is given. Cost for this will be extra and determined by your needs.
4. There are no cooking facilities in the Fellowship Hall Kitchen.  Therefore, you will need to pre-cook all food items prior to bringing them to the church.  We do provide commercial warmers for your use to store cooked foods.  

5. All equipment and premises must be cleaned and left as found before exiting the building.

DUTIES OF THE FACILITIES COORDINATOR

The duties of the Facilities Coordinator are to help you understand the guidelines as established by the church for facility use. Please understand that they are giving of their time to help make your event run as smooth as possible and we ask that you treat them accordingly. If any party is rude, arrogant, or discourteous, the Facilities Coordinator has the right to ask them to leave the premises. Your use of our facility is also your commitment to follow the guidelines as established in this document and instructed by your coordinator.
1. The Facilities Coordinator will not move any furniture but show your party what can be moved and or changed.
2. It is your responsibility to see that all furniture/speakers/chairs/etc. are handled with care and put back just as you found them as supervised by the Facilities Coordinator.
3. The Facilities Coordinator is responsible for the opening and closing of church facilities as setup in your application. It is your responsibility to follow those times as you requested in your application. It is your responsibility to go over those times with the participants in your event.

4. The Facilities Coordinator is responsible for the turning on/off of all air conditioning or heat in the Church or Fellowship Hall. These systems are not to be adjusted by any other parties.
I agree to follow Saint Smyrna Baptist Church’s rules and pay for any damage incurred during my use of church premises as Saint Smyrna Baptist Church sees fit.  I also understand that any part of the interior or exterior of the building(s) left untidy or not put back in its proper place will cause the forfeit of my deposit.
                               





              





______      

                                           Signature                                                                                               Date

                                    Signature                                                                                               Date
                        Facilities Coordinator Approval                                                                     Date

Thank you for using our facilities for your event.  We look forward to assisting you with the planning of your event and want to ensure you have everything you need to make it successful.  You may contact the Facilities Coordinator at 678-416-7719 or 404-422-2212.

PLEASE MAIL COMPLETED CONTRACT TO:
Saint Smyrna Baptist Church, Inc.
C/O Ernestine McNair
68 Heery Road
Newnan, GA   30263
Effective January 14, 2013

