BUILDING USE (Non – Members)
New Hope Baptist Church
130 Delaware SW  /  Grand Rapids, MI 49507  /  O: 616.452.4278  F: 616.452.0644  /  www.newhopegr.org
All activities must be schedule with the Office Administrator and proper forms completed.
	1.
	Name of person securing facility:
	

	2.
	Address:
	

	
	City, State, Zip:
	

	
	Email:
	

	3.
	Phone - Home:
	
	Phone - Cell:
	

	4.
	Name of Activity:
	

	5.
	Date(s) Needed:
	

	6.
	Time of Event
	Start:
	                     FORMCHECKBOX 
am  FORMCHECKBOX 
pm
	Finish:
	 FORMCHECKBOX 
am  FORMCHECKBOX 
pm

	7.
	Date(s) and time(s) of initial entrance for preparation or rehearsals:

	Date:
	
	Time:
	

	Date:
	
	Time:
	

	8.
	Approximate number of attendees:
	

	9.
	List room(s) to be used:
	

	
	
	

	
	
	

	10.
	Will the multi-purpose room, kitchen and/or gymnasium be used for serving food?  (If Yes, complete and observe the following; If No, continue to #11.)

	a.
	Number of tables needed*:
	Round:
	
	Long:
	

	
	* Draw a diagram on a separate piece of paper of how you want the tables set up.

	b.
	Person in charge of food preparation must meet with New Hope’s Food Service Coordinator two weeks prior to the activity.

	c.
	If using the kitchen, complete “Kitchen User’s” form obtained from Facilities Coordinator.

	11.
	Media / Music Equipment Needed?  (If Yes, complete “Media Equipment” form obtained from Office Administrator; if No, continue on back.)


	Yes
	
	No
	


BUILDING USE (Non-Members) - continued
	
	NON-MEMBER OPTIONS
	Hour Rate
	Full Rate
	Amt 

Due
	Amt 

Paid
	Date

Paid
	Balance Due
	Date

Paid

	A
	Sanctuary - wedding & rehearsal
	
	    500
	
	
	
	
	

	B
	Multi-Purpose - wedding rehearsal dinner w/ wedding
	
	    200
	
	
	
	
	

	C
	Sanctuary - musicals/concerts (free will offering only)
	
	    800
	
	
	
	
	

	D ¹
	Multi-Purpose Room & Kitchen (up to 4 hours)
	
	    300
	
	
	
	
	

	E
	Gym - health/job fairs
	
	    600
	
	
	
	
	

	F
	Gym & Kitchen – banquet (300 min participants)
	
	 1,200
	
	
	
	
	

	G
	Gym - musicals, plays, programs
	
	    900
	
	
	
	
	

	H
	Gym - youth/adult sporting games (1-25 participants)             
	 35
	
	
	
	
	
	

	I
	Gym - youth/adult sporting games (26-50 participants)             
	45
	
	
	
	
	
	

	J 4
	Gym - youth/adult tournaments (50+ participants)
	
	    200
	
	
	
	
	

	K
	Rehearsal Room - no food (up to 4 hours)                                       
	
	    80
	
	
	
	
	

	L
	Rehearsal Room - no food (4+ hours)                                            
	
	  100
	
	
	
	
	

	M ¹
	Rehearsal Room & Kitchen (up to 4 hours)                                    
	
	  150
	
	
	
	
	

	N ¹
	Rehearsal Room & Kitchen (4+ hours)                                           
	
	  350
	
	
	
	
	

	O ²
	Classroom (up to 4 hours)
	
	    25
	
	
	
	
	

	P ²
	Classroom (4+hours) 
	
	    40
	
	
	
	
	

	Q ³
	Nursery
	
	      50
	
	
	
	
	

	R
	Score Board Keeper
	10
	     
	
	
	
	
	

	S
	Sound System – Tape / CD Player / Screens
	25
	     
	
	
	
	
	

	
	Additional Charges - Explain:
	
	     
	
	
	
	
	

	
	Additional Charges - Explain:
	
	     
	
	
	
	
	

	
	Additional Charges - Explain:
	
	
	
	
	
	
	

	TOTAL FEE DUE
	
	
	
	
	
	
	


1  Kitchen is to be used ONLY for food storage, warming/cooling (all feeding activities are to be catered / prepared away from NHBC).  Utensils and/or supplies are not furnished by NHBC. 

2  Library and Counting Rooms are not to be used as meeting rooms.

3  Group must provide supervision.

4  Group must provide non-profit status documentation (501c) before price will be determined. 
· Personal Items: NHBC is not responsible for the loss of personal items in and surrounding the premises of NHBC. 
· Occupancy Limitations Determined by the Fire Department: Gymnasium = 550; Multi-Purpose = 250; Lower Level Nursery = 40; Upper Level Nursery = 20.
· Finish Time:  Activities must end by 8:45 pm.
· Securing the Facility: ½ of total fee is due with application and the remainder is due 30 days prior of the event.

· Cancellation: Cancel 30 days prior of event, deposit refunded; cancel less than 30 days of event, deposit forfeited.
· Waiver of Liability, Assumption of Risk and Indemnity Agreement: I (we) agree to indemnify and hold New Hope Baptist Church and any of its agents, representatives, etc., harmless from any loss, liability, damage or cost, including attorney fees that may incur due to my (our) participation in the activities and use of the property, equipment and facilities of New Hope Baptist Church, whether or not such loss, liability damage or cost results from the negligence or other action of New Hope Baptist Church’s agents or representatives.  Further, I (we) have been given a copy of the “Child Abuse Prevention Policy” of New Hope Baptist Church.  I hereby indemnify New Hope Baptist Church and its agents or representatives from any liability whatsoever associated with claims or allegations that arise as a result of my (our) activity held at New Hope Baptist Church.
	Signatures:

	Requester:
	
	Date:
	

	NHBC Rep:
	
	Date:
	


REVISED: 7/30/08

