Building and Grounds Use Permit

Please fill out this form and return to the office.  There are no fees or deposit for church ministry.   If an event is church sponsored there is a $50 deposit.   For all others a $50 deposit is required along with any other applicable rental fees ($50 -$150 depending on areas used).  The person or persons filling out this form are responsible for cleaning the building.  If upon inspection after your event everything was cleaned satisfactorily your deposit will be returned.  Please remember that whatever rooms you check out need to be cleaned (see attached sheet):






* picked up, swept or vacuumed






*trash taken out to dumpster






*Kitchen—dishes washed and put away, counters and stoves 




   washed 

Building Rules:

No alcohol on premises

No smoking 

Bag trash and take to dumpster

Nursery is for preschool age children only and adult supervision is required at all times.  Please clean the nursery when finished and empty all trash and take to dumpster.
_____________________

Today’s Date

_______________________________     __________      _________
Type of Event (youth event, shower, meeting)     Time of Event   

Dates Requesting use

_______________________________   ___________________________________

     Person (s) in charge of event            Group Requesting Use (youth,4-H, etc) 


_______________________________          Member _______  Non member ____
Address

________________________________  ____________________________________

Phone
                                                                       email  

For Office Use ONLY:

Date Completed ___________

Original Filed _________  Copy to party requesting ____________ Copy to Director of Building and Maintenance ____________

Copy to Custodial ____________

Deposit Collected ________________   Amount of other corresponding fees (if applicable)__________________ ____________________
I would like to use the following:

Discovery Island ____  


Wee Little Sea ____

Kitchen ___  



Conference room ____

Nursery ___




Café  ____

Worship Center ___ 

Outside grounds ___

My event is:

______ Church event   _______Church Sanctioned event   ______ Personal (weddings, etc)

I have filled out and turned in my Ministry Development Plan ____________ (church events, and church sponsored events will not be entered on calendar until this is turned in)
My plans are as follows:

I plan to set up at this time ________________

I have a set up team ________

If your answer is no, and this is a church event you may call Gary Lewis to help set up, provided you call with at least 2 weeks notice.

I will need someone to unlock the doors of the building ________________ ?

I have a tear down/clean up team __________

I plan to be done at this time _______________

I have read and understand my responsibility to leave the building cleaner than I found it.  If I fail to properly clean up I will lose my $50 deposit.

Your Signature ___________________________________Date _________________

Approved by ____________________________________ Date ________________

For questions Call:  Office 517-851-7075 

Cleaning Check list for all Building Usage

Kitchen

__ Wash and put away all dishes

__ Wipe down counters 

__  Remove all of your own food

__  Sweep and mop floors

__  Empty trash – take to dumpster

__  If using the disposal run it until done


Discovery Island

__  Vacuum carpeting
__  Wash down counters
__  Sweep linoleum floor and mop
__  Trash taken to dumpster
__  Wipe down tables
__  Put away all tables/chairs that were used
Café

__  Wipe down all tables

__  If coffee area was used put away all supplies and wipe down

__  Wipe down counter 

__  Sweep and mop floor

General

__  Sweep hallway and mop after all events

__  Turn off lights and lock all doors

