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625 Carson Drive Williams Lake, BC V2G1T4
t. 250.392.5324 e. info@calvarychurchwl.com
www.calvarychurchwl.com



[bookmark: _GoBack]DATE(S) OF USE:  _______________________
OFFICE USE ONLY
DATES CONFIRMED 
Office:  __________
Lead Pastor:  ____________

NAME: 	
ORGANIZATION: 		
TELEPHONE – HOME:  ______________    CELL:  	
EMAIL: 	

NATURE OF EVENT: 	
TIME IN:  ____________      OUT OF ROOM BY: 	
PERSON IN CHARGE OF SET-UP:  	
                 PHONE:	  
PERSON IN CHARGE OF CLEAN-UP: 	
                 PHONE:	  


FACILITY REQUIREMENTS:
· Main Sanctuary
	Suggested donation of
	$200 per day (24 hour period)







· Sound Technician
$25 per hour

· Custodian
$25 per hour

· Kitchen
Suggested donation of $50 per day

· Other
Please list all additional items to be used:  

EQUIPMENT REQUIREMENTS:
· Sound Equipment 
· Technician required at additional cost – see below or fee.
· Pianist
	$25 per hour
· Cordless Mics
· Wireless Mics
· Keyboard
· Furniture cleared off stage
(Piano must remain on stage at all times)


Dates & Hours sound technician is required: 









FACILITY REQUIREMENTS:
· Multi-Purpose Room
Suggested donation of
$200 per day 


























EQUIPMENT REQUIREMENTS:
· Basic Sound Equipment
Includes 1 mic, small board and 2 speakers – included with rental fee.

· Advanced Sound Equipment
*Requires Technician at additional cost
· DI Box
	How Many?  _____
· Monitors
	How Many? ______
· Cordless mics  
	How Many? ______
· Mic Stands
	How Many?  _____
· Wired mics 
	How Many?______
· DVD/Blu-Ray Player 
· Projector 
· Chairs
	How Many? ______
· Round Tables
	How Many?  ______
· 8’X3’ Tables
	How Many? ______
· Tableclothes
	Round – How Many?  ______
	Rectangular – How Many? ______

Policies Regarding Church Facility Use:

1. The church facilities will only be used for events that do not conflict with our values.
2. Smoking, gambling, drugs and the use of alcohol is not permitted.
3. All event dates must be approved by the lead pastor and the church office.  Church events have priority over private functions until final booking has been approved.
4. There are suggested donations that can be made to the church for the use of the building to help offset the custodial costs and wear and tear on equipment.  The fee for a sound technician is not covered by this donation.  Discounted rates may be available for other ministry or charity groups.
5. All non-church sponsored events require private event insurance listing “Calvary Pentecostal Tabernacle” as additionally insured. A copy of this policy is required before the event.
6. A damage deposit of $100.00 is required for all events.
7. All tablecloths are required to be dry-cleaned at renters expense and returned to the church.
8. Groups or individuals using the facility for an event are expected to restore the premises to its normal condition. Any extra cleaning costs billed at $25 per hour and others damages will be assessed and an invoice sent from the church office to the user.Total Rental Cost:_________
Rental Party:   ________
Office Staff: __________


I have read the above policies and agree to abide by them.
Signed:  ________________________________________
Dated:  ________________________________________
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