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Northside Christian Church Building Rental Form
Event Information

Organization: ________________________________________
Event Contact: ________________________________________

Event Name: ________________________________________
Event Date: ________________________________________
Start Time: ________________________________________
End Time: ________________________________________

Number of people in group: ________________________________________
Round or Rectangle tables: ________________________________________

Daytime Phone: ________________________________________
Evening Phone: ________________________________________

POST EVENT ACTIONS AMOUNT DATE STAFF 
INITIALS

SECURITY DEPOSIT $250

WALK THROUGH WITH STAFF
Get with facility manager to schedule a walk 

through. 

N/A

* * Reservations need to be made 3 weeks in advance. * * 

A security deposit is required in order to put your event on the Church’s 
Calendar.  Please bring a check in the amount listed below to the office. Your 
Security deposit will be returned after the event, after an inspection is done to 
determine cleanliness or if damage has occurred. 

Address to return deposit to:  __________________________________
       __________________________________
       __________________________________



Please use the following table to note what area/resources you will be 

using for your event and calculate the total due to Northside. 

AREA BEING USED FEE Extra 
Hours Total

Auditorium 
Fee is for two (2) hours of usage.  Additional fee of $50.00 for each additional hour

$200 $50 x _____

Kids Corner, Larger Room
Fee is for two (2) hours of usage.  Additional fee of $25.00 for each additional hour

$200 $25 x _____

Foyer or Fellowship Hall
Fee is for two (2) hours of usage.  Additional fee of $20.00 for each additional hour

$150 $20 x _____

Sound System Usage
 Fee is for two (2) hours of usage.  Additional fee of $25.00 for each additional hour

See Building Use Guideline #22
$100 $25 x _____

Projection System Usage
Fee is for two (2) hours of usage.  Additional fee of $25.00 for each additional hour

See Building Use Guideline #21
$100 $25 x _____

Portable Sound System Usage
 Fee is for two (2) hours of usage.  Additional fee of $25.00 for each additional hour

See Building Use Guideline #22
$75 $25 x _____

Rearrange Chairs in Auditorium $200
Kitchen Rental

Entitled to the usage of microwaves, ovens, coffee pot and utensils. $75
Room Rental

Fee is for two (2) hours of usage.  Additional $10 for each additional hour. $50 $10 x _____

Misc

Total

AFTER EVENT ACTIONS AMO
UNT

DATE STAFF 
INITIALS

RETURN SECURITY DEPOSIT $250

WALK THROUGH INSPECTION N/A

DISCREPANCIES: 
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Please fill out information below for the building to be unlocked for the reasons listed.

Reason Date Unlock Time Lock Time

Setup/Decorate/Practice

Security Code 
A code will be given to access the building on a 

set day and will expire after the event.

Day of Event

Please fill out information below for your event setup

Event Setup

How many tables do you need?

How many chairs do you need?

Do you need the stage? (Stage equipment cannot be moved)

If stage is needed, do you need risers? If so, how many?

Please add any other details below:

Northside Representative Responsible for Event

Name Phone Date
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Building Use Guidelines
The following are guidelines for the use of the NCC building.  Please read each carefully and make sure that you, your event/
wedding party, and your guests understand these guidelines.  Any failure to comply with the following will most likely result in 

forfeiting your use of the facilities and/or your deposit towards the use of the facilities.  Cancellation of your event less than 
60 days in advance will result in forfeiture or partial forfeiture of any deposits made.  It is expected that you and your guests 

will abide by the following rules.  Failure to do so will result in the forfeiture of your deposit.  

1.  The event must be non-business related.  For-profit activities are not permitted. 

2. Incorporated organizations, their purpose, and the activity must not conflict with the purpose, beliefs and doctrines of NCC. 

3. A building coordinator will handle the opening and closing of the building.  No keys will be given out. 

4. As a user, you will be charged for the use of the facility as indicated on the attached price list. 

5. All events in the auditorium will be held with the understanding that the stage setup cannot be moved or cleared, including
keyboard and drum-set. 

6. At no time should tape, plastic adhesive, push pins, tacks, nails or staples be used to affix materials to walls, woodwork, 
furnishings, or equipment. 

7. Do not deface the church building or property in any way.  Banners or posters can be attached to metal, but not the wall or
glass.   Windows are not to be sprayed or painted. 

8. Flammable liquids, fire-producing chemicals, and/or open flames in any form (except approved dripless candles) may not be
used. 

9. NCC does not provide any security services either inside or outside the facility. 

10. No event shall be held for the purpose of endorsing any political party, candidate or political agenda. 

11. In the event of an unscheduled closing (inclement weather, etc.), the office staff will contact the scheduled user to notify
them of the closing and any fees paid will be refunded. 

12.  You will be responsible to pay for any damage done to church property, inside or outside the church building.  In the event
of damage to NCC facilities, those using the facility shall accept the amount of repair and replacement costs as estimated, or
otherwise determined, by NCC 's designee and shall pay NCC for such repair and replacement costs upon demand. 

13.  You will be responsible for reasonable care and cleanliness practices.  The building is to be left as it is found.  Please put all
tables, chairs, and other furniture back as they were found. 

14. At weddings, there will not be any rice or bird seed thrown inside the church building.  Please do not hand out bags of rice
or bird seed until time for its use.  When rice or bird seed is used outside, those using the building will be expected to see that
all rice and bird seed has been swept up and removed from the walks. 

15.  The use of glitter is prohibited. 

16.  The use of alcohol or tobacco is prohibited on all areas of the church property. 

17. No off color comments or profanity are allowed to be stated or written on cars or elsewhere around the church building. 

18. Dancing is not allowed. 

19. If using the building for a Saturday wedding or event, the building must be cleaned up and totally vacated by
3:00 pm. 
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20. All fees are to be paid three weeks in advance, with the security deposit due immediately to reserve the building.  The
amount of the security deposit will be refunded after the wedding/event as long as the wedding/event party and guests comply
with all rules and nothing is damaged or broken.  There is a sixty day cancellation clause in effect. 

21. If you are using the projection system for your event, files must be submitted three weeks prior to the event.  Accepted files
are PowerPoint (.ppt) and DVD’s (for slideshow, etc).  Files not in this format will not be accepted.  We cannot guarantee that
formatting, transitions, and animations will transfer to our computer as originally designed. 

22. If you are using the sound system for your event, audio files must be submitted one week prior to the event.  Files must be
submitted on a CD or USB flash drive and must be in .mp3 format.  Files not in this format, or audio files deemed inappropriate
by ministerial staff will not be accepted.

23. People using the building should remain only in areas of use for their activity. 

24. If candles are used for weddings or events in the building, they must be dripless candles.  The table that will be holding the
candle must be covered if it belongs to our facility. 

25. No red punch is allowed.

26. Northside Christian Church has secured U.S. copyright licensing for services of worship only.  No other events will be
recorded using church equipment.

27. I understand that it is my responsibility to ensure that all persons participating in this event and guests of this event
understand the above rules and guidelines.

28. Until further notice, all groups and organizations that use Northside’s facility will be required to disinfect and sanitize the
rooms and equipment used when their group is done meeting.  This includes wiping down all tables, chairs, doors knobs, 
bathroom faucets, etc.  No toys from Northside can be used during this time.

29. Any use of the facility involving children will require a minimum of two adults (18 years +) in each room supervising
children at all times.

By signing below, I am stating that I understand the above rules and guidelines.  I also understand that violation of these rules 
and regulations will result in the forfeiture of all or a portion of my deposit.

      _________________________________________________  
 Printed Name of User

      _________________________________________________ Date:____________________
 Signature of User

      _________________________________________________
 Printed Name of Staff Member

      _________________________________________________ Date:____________________
 Signature of Staff Member
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REASON PAYEE AMOUNT DATE PAID/
CHECK #

SET-UP

CLEAN-UP

SOUND SYSTEM

PROJECTION 
SYSTEM

PASTOR

BUILDING USE 
OR

WEDDING 
COORDINATOR

DEPOSIT BACK 
TO:

Building Use/Wedding 
Payout Sheet for

__________________________________
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