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Crossroads Christian Reformed Church

2406 North Twin Oaks Valley Road

San Marcos, CA 92069

Phone: 760.744.4673

Fax: 760.510.1051

Email: crossroadscrc@juno.com
Facility/Equipment Rental Policy
Effective 6.1.2005
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Facility/Equipment Rental Policy
The building and grounds of Crossroads CRC are intended as a place of worship and ministry, to the glory of God.  Any use of the building, grounds, and equipment of the church should honor these purposes.

When a request is made for the use of the church building or equipment, the appropriate forms must be completed, signed and returned for approval.  Upon approval the church staff will complete and send a confirmation form that indicates the agreement has been made.  

Please carefully read through the rules, then sign and return the enclosed reservation form.  The facilities are not considered reserved until this process has been completed. 

A. General Rules
1) Permission for our Church Members to use the church facilities on a scheduled date will be approved by the Building and Grounds Committee.  This committee will also deal with any ministry requesting long-term use of the building.  When applicable, the only fees will be for the church personnel (sound and projection technicians, nursery attendants, janitorial service, musicians, pastor, etc.).  Unusual requests for use of the facilities will be brought to the Crossroads Executive Committee. 

2) Long-term use by ministries within the church will require the contact person or leader to fill out a reservation form.  This information will be placed on the church’s schedule. 

3) Permission for Non-Members to use the church facilities on a scheduled date must be obtained from the Building and Grounds Committee.  There will be a fee of $350 for the use of the church facilities.  To use the church facilities for two days will increase the fee to $450.  All fees will be due exactly one (1) month prior to the event.  
4) For any non-member group requesting long-term use of the building, permission must be obtained from the Crossroads Executive Committee and any fees will determined at that time.   
5) In most cases, the facilities are available for private functions (weddings, funerals, family functions, etc.) on a first-come, first-serve basis and depending on the church’s scheduled use.

6) Someone will open the facilities from the Building and Grounds Committee. 

7) The church must be vacated by 10:00 pm Monday through Friday, and by 8:00 pm on Saturday.   
8) All groups using the church must assume full responsibility for leaving the church building as it was when they arrived.  This will involve returning chairs, tables, and equipment to their proper places as well as removing all personal items brought into the church facilities.
9) Only authorized individuals will be allowed to use the instruments and sound system.  These authorized individuals will be able to move the sound and instrumental equipment upon request.  
10) Only authorized individuals will be allowed to move church furniture and other church decorations.  These authorized individuals will be able to move the church furniture upon request.  
11) Smoking is not permitted in the church building or on the church grounds.
12) Alcohol is not permitted in the church building or on the church grounds. 
13) If the kitchen is used it must be cleaned and items returned to the proper place.  Empty all trashcans and wash dishes before leaving.  Please follow guidelines posted in the kitchen.

14) If the nursery is used for child care, there must be adult supervision at all times.  Care must be taken not to allow older children to use the toys not intended for them.   Empty all trashcans and wash infant toys before leaving.  Please follow guidelines posted in the nursery.
15) The person or group using the facilities is responsible for the conduct of all those in attendance.  They are also responsible for any church property that has been damaged, destroyed, or lost through recklessness or abuse while they are using the property.  The person or group will be responsible for his or her own belongings and property.
B. For Banquets

1) There will be no charge to members for the use of the facilities for banquets (fees for church personnel will be required as applicable).  
2) Non-members will be charged $350.00 for the use of the facilities for one day.  Use of the facilities for two days will increase the fee to $450.00.  
3) Sanctuary chairs may be moved only by authorized individuals, upon request.  

4) Food is allowed to be served in the sanctuary only with permission from the Building and Grounds Committee.  

5) Crossroads CRC does not supply tables and chairs for banquet seating. 

6) A request must be made to make arrangements for use of trained church personnel such as sound and projection technicians.  Additional fees may apply.
7) Upon request to the Building and Grounds Committee, the services of someone familiar with the church will be made available as a custodian for the banquet; otherwise this will be the responsibility of the renting party. 
8) # 1-15 General Rules apply.
C. Weddings/Funerals
1) There will be no charge to members for the use of the facilities for weddings or funerals (fees for church personnel will be required as applicable).  
2) Non-members will be charged $350.00 for the use of the facilities for one day.  Use of the facilities for two days will increase the fee to $450.00.  
3) If requested, pastor’s services and fees for non-members will be worked out with the individuals involved.

4) Non-members will be charged for each church personnel whose service is requested as instrumentalists, sound system, video, or power point. A request must be made to make these arrangements.  Fees will be determined on an individual basis. 
5) For refreshments to be served following a wedding or funeral, a request must be made to the hospitality committee to make these arrangements.  Fees will be determined on an individual basis.
6) Upon request to the Building and Grounds Committee, the services of someone familiar with the church will be made available as a custodian for the rehearsal and wedding; otherwise this will be the responsibility of the renting party. 
7) # 1-15 General rules apply.
D. Use of Equipment 
1) Any equipment borrowed must be arranged through the church office by filling out a request form.  When a request is made for the use of church equipment, the appropriate forms must be completed, signed, and returned for approval.  Upon approval, the church staff will complete and send a confirmation form that indicates the agreement has been made.  
2) All equipment shall be returned the day following the event.  Tables and chairs or kitchen equipment must always be returned in time to be used on Sunday mornings.
3) Generally, there will not be a charge for the use of equipment for member use.  If an organization or group requests the use of a large number of tables and chairs for an event, a fee may be assessed.
4) Arrangements for picking up and dropping off equipment will be made, either through the Building and Grounds Committee or through the church office.
5) If equipment is damaged or lost, the cost of repair or replacement will be the responsibility of the borrowing party.

Attached
A. Reservation Form (For Long Term Use)

B. Reservation Confirmation Form

C. Property Use Form 

D. Property Use Confirmation Form

E. Equipment Use Form 

F. Equipment Use Confirmation Form

Disclaimer 

Crossroads Christian Reformed Church reserves the right to adjust or modify any of the above rules and fees based on the rental situation.  
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Reservation Form
For Long Term Use (Form A)
Name of Ministry/Group:


____________________________________________________________________________________












Name/Phone (day or evening) of Contact Person:

____________________________________________________________________________________ 







Purpose for Use:


____________________________________________________________________________________

















Date(s) Requested: 
________________________________________________________________
Time of Event:

________________________________________________________________
Rooms Needed:
________________________________________________________________












Equipment Needed: 











____________________________________________________________________________________
____________________________________________________________________________________













I have read the attached rules regarding the use of Crossroads CRC and agree to the terms presented.

Signature:
______________________________________________







Approved By:
______________________________________________




    



Confirmation Sent:
_______________________________________







[image: image3.png](’ross

~(OA

By




Reservation Confirmation Form
For Long Term Use (Form B)
The use of Crossroads CRC has been reserved for:

Ministry/Group:
________________________________________________________________











Contact Person:
________________________________________________________________











Date(s):

__________________________________






Time:

__________________________________






If any of the above information must be changed, please contact the church office as soon as possible (760-744-4673).
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Property Use Form (Form C)
Name/Phone (day or evening) of Contact Person:

____________________________________________________________________________________ 








Purpose for Use:


____________________________________________________________________________________















Date(s) Requested: 
________________________________________________________________

Times Requested:
________________________________________________________________
Time of Actual Event: 
________________________________________________________________
Approximate Number of People Attending: 

____________________________________________________________________________________

Rooms Requested:
________________________________________________________________













Equipment Requested: 
________________________________________________________________

____________________________________________________________________________________


For Banquets, Weddings, or Funerals:

Request the services of:


Fees:


____
Pastor



Negotiable 



____
Musicians/Instrumentalists
Negotiable (starting at $50.00)  



____
Sound System/Technician
$50.00  



____
Power Point/Video Technician
$50.00  



____
Refreshments/Food Services
Negotiable



____
Custodian/Janitorial Services
$50.00 (per custodian)  
All fees, including the facility rental fee, will be due one (1) month prior to the event.  
I have read the attached rules regarding the use of Crossroads CRC and agree to the terms presented.

Signature:
______________________________________________





Approved By:
______________________________________________



    



Confirmation Sent:
_______________________________________
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Property Use Confirmation Form (Form D)
The use of Crossroads CRC has been reserved for:

Contact Person:
_______________________________________________________________________











Purpose of Event:
____________________________________________________________________________________











Date(s):

__________________________________






Time:

__________________________________






Equipment Requested:
________________________________________________________________

____________________________________________________________________________________

Rooms needed:
_______________________________________________________________________

Special requests: 

____________________________________________________________________________________

If any of the above information must be changed, please contact the church office as soon as possible (744-4673).
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Equipment Use Form (Form E)
Name/Phone (day or evening) of Contact Person responsible for equipment:

____________________________________________________________________________________ 








Name of Ministry/Group:


____________________________________________________________________________________















Equipment Needed: 
________________________________________________________________

____________________________________________________________________________________
Purpose for Use: 
________________________________________________________________

____________________________________________________________________________________

Date and time to be picked up: 
__________________________________________________________

Date and time to be returned: 
__________________________________________________________







I have read the attached rules regarding the use of equipment from Crossroads CRC and agree to the terms presented.

Signature:
______________________________________________








Approved By:
______________________________________________




    



Confirmation Sent:
_______________________________________
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Equipment Use Confirmation Form (Form F)
The use of the following equipment from Crossroads CRC has been approved for:

Contact Person:
_______________________________________________________________________











Ministry/Group:
____________________________________________________________________________________











Equipment Requested:
________________________________________________________________

____________________________________________________________________________________

Date and time to be picked up:

__________________________________



Date and time to be returned: 

__________________________________



If any of the above information must be changed, please contact the church office as soon as possible (744-4673).
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