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UPC Denison FACILITY RENTAL
LETTER OF AGREEMENT

United Presbyterian Church: 205 N 24th St, Denison, IA 51442 
Phone:  712-263-4160
This letter of agreement summarizes the requirements for using our facility. If this agreement is acceptable to all parties, please sign below in the space designated for signatures.   
User: 
Date: 
Purpose: 
Times: 
PURPOSE OF EVENT:  Family	  Organization   Wedding   Funeral	Worship     Other

· Following an event, the church should be left as you found it, cleaned with everything returned to its original position. The church needs to be secured and locked after each use.  If provided with a key, return to the church office the next business day,
· The kitchen and fellowship hall will be for serving and dining.  Food is to be prepared in advance in homes or catered.  Kitchen items may be used as long as they are cleaned and returned to the cupboards. Any kitchen item that is damaged, should be replaced with an equal value and quality item or reimbursed to the church at current replacement value, established by the church.
· Outdoor facilities will be available for use.  
· No alcohol is allowed in the church building and the grounds around the building.  
· The sanctuary is a holy place used for services and celebrations.  Children should not be allowed to run or play in this area.  No food or beverages are allowed.  The projection and sound systems may be used following training. 
· The lower level is available for use if there is constant adult supervision.  Children should not be left alone at any time. Everything must be left as it is found.  Replace any items to its original position.
· Heating and cooling our building is costly.  Due to high utility costs, doors and windows should never be propped open.  Encourage a greeter to open and close the door during all seasons.  Thermostats should be left at the most economical settings when the building is empty: 64 degrees in winter; 72 degrees in summer.
· Dishes and Linens:  You provide your own tableware, silverware, cups, and linens.  The church will not provide these items.

FINANCIAL EXCHANGE:

· $100 deposit is due at time of signing agreement to keep the date requested.  This amount will be returned upon inspection of facility after use.
· ____________ will be due prior to the day of the event, based on the attached fee schedule. Initial booking will be made with the church secretary, who will verify that the date is free and notify all church members through the monthly calendar or newsletter.  The booking is TENTATIVE until the Session approves the booking.
· If the event is canceled, the down payment will be returned. 
· A time will be needed for the opening and closing of church doors at the time of signing of this agreement.   
· ____________ will be due for any requested additional fees (see page 4).

PROTOCOL:  
· Request for use of the United Presbyterian Church facility must be received at least one month prior to the event.  All usage must have prior approval by the United Presbyterian Session.
· The church will only be used when our groups/congregation will not be meeting.   Any event for the Presbyterian Church will take priority.  
· If multiple events are requested for the same timeframe, the representatives for the first requested event (if not a UPC Denison church event) will have priority.
· Our agreement can be dissolved at any time. 


____________________________________	_________________________________
Organization/ Family Representative	Clerk of Session


______________________________________________________________________
Session member
 



CHECKLIST FOR CLOSING THE FACILITY
· Turn off all lights, including all basement and bathroom lights.
· Turn the thermostat to the most economical setting    Example:  Winter to 64 and Summer to 72.
· Make sure everything is clean and returned to where it was when you entered church.
· Close the sanctuary doors. 
· Close and lock ALL doors and windows and make sure they are latched.

CHECKLIST FOR GENERAL CLEANING:
· Close the lids to the garbage cans if they were used.
· Take all garbage from each of the areas rented, including restrooms, to the bins provided at the North side of the church building.
· Wipe down any tables or surfaces used.

IF OUTDOOR AREAS WERE CONTRACTED FOR USE:
· Make sure all outdoor tables are thoroughly cleaned. 
· Be sure that any fire in the outside fire pit is fully extinguished.

IF THE KITCHEN IS CONTRACTED FOR USE:
· Recheck the kitchen.  Make sure small appliances are unplugged. 
· Clean and disinfect any dishes or small appliances used.
· Wipe down all kitchen counters.
· Be sure all water faucets are turned off.
· Towels:  Please bring your own dish towels.
· Check the refrigerator and remove any items brought with you.
· Please wipe up all spills in the oven or the stove. 








FACILITY FEE SCHEDULE
The fee schedule is per 24 hours.  For example -- if set-up begins at 10:00 a.m. on a Friday, the cost allows the group the space until 10:00 a..m. on Saturday.  Exceptions to this include:  
· The church must be clean and available for UPC Denison church services each Sunday at the following times:  8:30 a.m. 1st Sunday after Memorial Day through the 1st Sunday of September; 9:30 a.m. 2nd Sunday of September through Memorial Day.
· Decorating in advance for a wedding or reception, based on availability on church schedule.
Area or Service	Church Members	Non-Members
Deposit for Facility use per Event:  Refundable after the event, contingent on adequate closing of the facility by the group	$100	$100
Wedding:  Use of full building (prior listing of rooms to be used required).	No fee	$300
Funeral:  Use of Sanctuary, Fellowship Hall, Kitchen, Chapel, and Fireside Room	No fee	$150
Baptism: Use of Fellowship Hall and Kitchen after the Sacrament.	No fee	$50
Event:  Sanctuary (Capacity:  300 people) 	$50	$50
Event:  Fellowship Hall (Capacity:  100 people)	$50	$50
Event:  Kitchen (includes use of small appliances, refrigerator, sink, stoves and ovens, and general space)	$50	$50
Event:  Fireside Room (Capacity:  20 people)	No fee	$25
Event:  Chapel (Capacity:  25 people)	No fee	$25
Event:  Lower Level	$50	$50

ADDITIONAL FEES:
· Set-up:  Fellowship Hall (including tables and chairs) $100
· Failure to clean and/or put rooms back in order: $50/hour
