
Eastern Parkway United Methodist Church 
Facility Use Policy  

 
Welcome to EPUMC.  Before using our facility, we ask you to observe our policies. 
All events held at the Church must be consistent with the Discipline and Mission of 
the United Methodist Church.  Please share these guidelines with your event 
participants as needed.  Return the completed Request Form to the Administrative 
Assistant at least two weeks before your event so that it can be submitted for 
approval.  Organizations that are sponsored by the Church will be given preference 
in scheduling.  Repeating events must be approved annually and Proof of Liability 
Insurance must be on file with the Church office. 
 
Fees 

- Conference Room, Narthex, Hearthroom, Classrooms - $35 up to 4 hours 
- Fellowship Hall - $100 up to 4 hours 
- Fellowship Hall and Kitchen - $150 up to 4 hours 
- Sanctuary - $200 for weddings (custodian and organist are additional), $50 

for Student Recitals.  Other Sanctuary use is at the discretion of the Pastor. 
- For single events, a deposit of $50 will be collected for a building key.  A 

separate check for the key deposit is preferred and will be returned when the 
key is returned. 

- Checks should be made payable to Eastern Parkway United Methodist 
Church 

 
Rates for non-profit organizations and church members will be determined on a 
case by case basis.  Groups that use a certain room on a repeating basis may 
negotiate other rates and pay monthly.  Payment is due one week before your event. 
Copies may be made in the office during business hours.  A fee is charged per page 
payable immediately to the Administrative Assistant.  A key to the building may be 
issued to groups using the Church on a regular basis. 
 
Breakage/Damage 
All persons/groups using our facilities are expected to treat our space with 
reasonable care and judgment in order to prevent breakage, damage, or defacement. 
Applicants will be expected to be responsible to pay costs incurred by the church for 
cleaning or repairs in the event of damage.  
 
Sanctuary/Fellowship Hall/ Room Set-up 
Note where chairs, lights and stands are located before your event so that you 
return furniture to the same position after you are done.  Please do not leave chairs 
or debris in the middle of the floor.  Do not block either the sacristy or the handicap 
entrance door.  
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Organ and Piano 
Applicants must obtain approval from Music Director to use and/or move organ or 
piano.  The sanctuary Steinway is tuned twice a year, but applicants may add an 
additional tuning if necessary from approved technician.  Put NO FOOD OR DRINK 
on the piano and organ.  Our instruments are valuable and are used every week in 
worship.  Be CAREFUL with our piano . I ts music rack is very fragile, as is the piano 
lamp.   There is also a humidification system in place for the piano.  Be sure to unplug 
it and wrap around the legs if you have permission to move the piano.  Return to 
position after you are done.  Be careful when descending to the organ bench.  The 
little wood stairs are NOT attached.  Please do not adjust our presets. The nave 
lights are directly behind the organ on the wall. 
 
Sound System 
Sanctuary sound system may not be used unless permission is granted first.  Contact 
Bob Bour through the church office for this approval. Please be respectful of our 
equipment. 
 
No Alcohol/Smoking/Illicit Drugs/Gambling/Weapons  
EPUMC prohibits smoking, alcohol consumption, and drug use in the facility and its 
grounds.  No gambling or weapons are permitted on our grounds. 
 
About the Sanctuary 
 
- Windows --Close securely after you are done.  
- Air conditioners—Ask permission to use and shut off before leaving.  If using 
during the summer, it helps to leave the back one on (noisy front one off) during the 
concert.  Turn them on early enough in order to cool down the sanctuary. 
- Handicap Access—The lift is located to the left of the nave, and handicap parking is 
directly outside. The lift goes to the basement Fellowship Hall, the outdoor entry, 
and the sanctuary level. Leave the key in the lift where it is. 
- Bathrooms--These are located on the basement and sanctuary levels. 
- Lights—General lantern light switches are located in the narthex on the wall. 

Side track light switches are on either side on the wall facing pulpit. 
Pulpit and nave lights are directly in back of the organ. 
Spot switch is on the wall in the sacristy. It is on a dimmer. 
Be sure all dimmers are fully OFF before you leave. 
If a bulb burns out, please leave us a note before you leave. 

- Electrical outlets—Outlets are located throughout the sanctuary, on window sill 
areas, floors, etc. 
- Fire Doors : In the interior hall, large doors are fire doors and need to be kept 
closed. 
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BE SURE EVERYTHING IS TURNED ALL THE WAY OFF, FURNITURE IS BACK IN 
ITS PLACE AND ALL DOORS LOCKED BEFORE YOU LEAVE. 
 
If an accident occurs during your event, please contact EPUMC immediately at  
518- 374-4306 and epumc943@gmail.com .  If a light bulb burns out please leave us 
a note before you leave. If there are any other concerns, please email us at 
epumc943@gmail.com ….. 
 
The Church is not responsible for any injuries or damages suffered by any guest or 
invitee using the Church facilities pursuant to this agreement. 
 
Thank you for choosing Eastern Parkway United Methodist Church.   We hope you 
enjoy our space. 
 
 
I have read and understand EPUMC’s facility use policy. 
 
 
 
Printed Name and Title 
 
 
_______________________________________________________________________________________ 
Signed Date 
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