All Souls Unitarian Universalist Church           
1330 Gotham St, Watertown, NY 13601

(315) 788-2742   allsoulsuuchurch@gmail.com
                                                    A Non-Profit Religious Organization

USE OF BUILDING REQUEST FORM
Your Name     




GROUP/ORGANIZATION NAME:    
Address     


                        Phone # (s)    
SPECIFICATION OF USE:                       
 ONE TIME USE                               
      DATE:                         
      TIME(s) FROM:           TO:   
Notes:: _______________________________
          _________________________________

Reason for Use: _______ ___________

Will this event yield a profit for you or your organization?    YES      /     NO
Anticipated attendance (#)  ______Children   ______ Adults

All Souls Board of Trustees Policy as of 10/15/06
“All building use fees/charges must be paid no later than 10 business days before the event.  (use of the building).  When a private individual, who is NOT an active member of the church, schedules an event at the church, in addition to the building use fees/charges, the person will be required to submit a $250 security deposit, waivable by the board. The security deposit will be held and returned to the individual if no damages or unusual clean up expenses occur. However, the security deposit does not limit the individual’s responsibility for all damages that occur, that is, if damages should occur that are beyond $250, the individual will be billed for the full cost.”  
A CONDITIONALLY REFUNDABLE CLEANING/DAMAGE DEPOSIT OF $250 IS REQUIRED.  (This will be determined on a case by case basis.)  

Submit this form to the church office as soon as possible.  You may be asked to provide additional information.  

PAGES 3, 4, and 5 MUST BE SIGNED, EVEN IF ALCOHOL WILL NOT BE USED
Please indicate rooms to be used by entering fee in blank on left

(Church members: mark desired rooms & enter donation on the line “Total Fee”, if applicable.)
___      Sanctuary








Fee:       $100.00

____     Social Hall (Large Meeting Room)






 100.00

___      Minor use of Kitchen (Coffee/Donuts)





   20.00

___      Major use of Kitchen 







   50.00

___      Small Meeting Room (small RE room or teen room)




   15.00

___      Medium Meeting Room (Informal lounge or large RE room)

         
    
   25.00

___      Formal Lounge








   30.00

___      Special Setup Arrangements




Hourly Fee:       

   10.00 Per

___      Opening & Closing Building






   20.00

___      Clean up (per room)







   30.00

___      Piano use   (There is no separate charge for this, but you will have to get permission 

         and the key from a church member or the secretary.) 


                                           Total Fee for Requested use: $________             
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It is expected that any group using the church facilities will restore them to the state in which they were prior to use or pay the clean-up fee.  The recycling policy of the City of Watertown applies.  Directions and containers are located in the appropriate area.

1. The renter shall have liability insurance coverage for use of All Souls Church premises and shall furnish proof of such coverage by submitting a copy with the building use request form.  We need a current Certificate of Ins.(this will cover you for any other scheduled dates that you may need).
2. A smoke-free environment is maintained in all areas of the building.

3. Renter is responsible for own supplies and materials.  If the TV, VCR is required a fee of $5.00 will be charged.

4. Payment for use of the building is to be made at least 10 business days before the event.  

Person responsible for payment of fee:_____________________________

Address:_____________________________________________________

               _____________________________________________________

5. Please specify seating needs for your meeting.

6. For use of kitchen:  The recycling policy of the City of Watertown applies.  Directions and containers are located in the appropriate area.
PLEASE INFORM YOUR GROUP MEMEBERS NOT TO PARK THEIR CARS IN FRONT OF THE CHURCH, AS THE DRIVEWAY IS A FIRE LANE!!

SPECIAL INSTRUCTIONS:______________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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BUILDING PERMIT
PLEASE FILL OUT ALL ITEMS ON THIS PAGE!

This is an agreement between All Souls Unitarian Universalist Church of Watertown, New York, located at  1330 Gotham St., Jefferson County, State of New York, called the Permitter, and

Name


Address: 

Permitter agrees to allow Permittee the use of the Church property and Facilities during the period 
Permittee declares the purpose of the church use to be:  

Permittee agrees to pay the permitter for the use of the premises the sum of $.

Conditions of this permit are:  that the premises are to be used and occupied by the permittee for the purpose stated above, and for no other use; that no illegal acts will be committed on the premises; that no waste shall be committed, or damage done to the premises; that this permit will not be assigned; that Permittee will not use or consume alcohol on the premises of the church or its land without advance written approval of the Permitter; that  Permittee will maintain a smoke-free environment in all areas of the building; that Permittee will not introduce animals into the building, except for service dogs.  Use of music equipment, and microphones owned by the church, will require prior written approval of the Music Committee unless otherwise approved by a church board officer.  All furnishings will be returned to the same positions prior to the event unless a separate fee has been paid for cleanup.
Permittee and Permitter agree that no change to the terms of this permit shall be valid unless in writing on this paper.

PLEASE NOTE:  The Permittee shall have liability insurance coverage for use of All Souls Church premises and shall furnish proof of such coverage by submitting a copy with the building use request form.

NO ALCOHOL USE IN THE CHURCH OR ON THE GROUNDS IS PERMITTED WITHOUT COPY OF INSURANCE WITH RIDER FOR ALCOHOL USE.  Page 4 must be signed if copy of insurance with alcohol use rider is provided.
DATE:
X___________________________________


_____________________________
Signature Permittee





Signature of Permitter (Church)
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USE OF BUILDING REQUEST FOR MINOR USE OF ALCOHOLIC BEVERAGES.

PERMITTEE .  _______________WILL BE RESPONSIBLE FOR ANY MINOR USEAGE OF ALCOHOLIC BEVERAGES DURING USEAGE OF ALL SOULS UNITARIAN UNIVERSALIST CHURCH SOCIAL HALL.  PERMITTEE WILL PROVIDE ALL SOULS CHURCH WITH A COPY OF INSURANCE WHICH INDICATES RIDER FOR ALCOHOL USE COVERAGE  BEFORE THE EVENT TAKES PLACE.

NO ALCOHOL USE IN THE CHURCH ORON THE GROUNDS IS PERMITTED WITHOUT COPY OF INSURANCE WITH RIDER FOR ALCOHOL USE.

APPROVED BY:




     ACCEPTED BY:

X_________________________
                __
____________________

SIGNATURE PERMITTEE


      SIGNATURE PERMITER
 








(Church Representative)
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 If there is the use of alcohol in an event held at All  Souls Unitarian Universalist Church, all attendees 
(the 
person or persons who requested the use of the facility and all of the guests) will hold the church, its Board of 
Trustees and members of the congregation HARMLESS for any and all consequences of the alcohol 
use.


signature of person(s) requesting use of facility  X______________________________








            ______________________________


date________________________


signature of church representative__________________________________________
date_______________________
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Office Use:


On Wall Calendar


Updated Google______


Initials: _____________


Expiration Date:______





Board of Trustees 2018-2019


President


Harriet McMillan


Vice President


Veronica Hartman


Secretary


Robert South


Treasurer


Eleanor Allen


Trustees


Heather Winn


Rebecca Carr


Shannon Starkweather Burke


Catherine Burns








