Henderson Memorial Baptist Church 

501 Noel Drive

Hopkinsville, KY 42240

270-886-3223

Room Reserving/Renting
(Revised August 10, 2005)

Acceptable Renter:

· Henderson Memorial Baptist Church Members

· Member’s Immediate family (including spouse, parents, children, grandchildren, grandparents, siblings)
*All others must be approved by the Property Committee and/or Pastor.
*Non-Members must pay a $100.00 Non-refundable church rental fee regardless of the number rooms rented.  There is no church rental fee for Church Members, however, all custodial fees apply to both members and non-members.
Acceptable Events:

· Birthday Parties

· Showers (wedding or baby)
· Weddings

· Receptions (wedding)
*All other events must be approved by the Property Committee and/or Pastor. 

Rooms available:

· Sanctuary
$65.00

· Fellowship Hall
$65.00

· Prayer Chapel
$20.00

· Nursery*
$35.00

· Sunday School Rooms in Fellowship Hall
$20.00
· Kitchen
$35.00

· Restrooms
$25.00

Non Members must pay a non-refundable rental fee of $100.00.

Custodial Fees are refunded after satisfactory inspection by the property committee of the facility once properly cleaned by Renter.  The fees are not refunded if the Custodian cleans the rented rooms.  No other rooms are available for rent. 
* - Nursery must be cleaned and sanitized by custodian.  Fee is non refundable. 
Procedure for Renting/reserving rooms:
1. Call the church secretary at 270-886-3223 to check the availability of the rooms requested.  If available, your event, contact name, and phone number will be recorded on the calendar.  

2. Fill out Room Rental form from the church office as soon as possible. 

3. Pay the deposit to the church secretary within 5 days prior the event.  The deposit can be paid in installments. Make arrangements with the church secretary.

4. Contact the church office as soon as possible if there are any changes in the event. 
5. The day before the event, a key may be signed out by a church member responsible for the rental.  Must be over 18 years of age and must sign out and sign in the key with the church secretary. 

6. If the sound or video system is needed for the event in the sanctuary, renter must meet with the Pastor and the Media Team to make arrangements for HMBC personnel to run the equipment and the charges for this service. The renter is responsible for paying the personnel for this service.  No outside personnel will be allowed to run the sound or video equipment at any time. 
7. The furniture, including tables in the Fellowship Hall, must be returned to the original position after the event.  (by the renter or the custodian, whoever cleans up the event) 

8. The custodian will be paid by the church within the week after the event. 

9. Approximate Room Capacity for HMBC are as follows:

· Sanctuary
300
· Fellowship Hall (tables & chairs)
120
· Fellowship Hall (chairs only)
250
· Nursery Rooms
13-24
· Sunday School Rooms
12
· Prayer Chapel
6
10. The Property Committee will be notified of the dates of each event when the rooms have been reserved.  They will make arrangements for the custodian to clean up, etc. Property Committee will make arrangements for a member to be present for non-member events. 
11. No alcoholic beverages are permitted in the Church or on the Church Grounds. No drinks of any kind will be permitted in the sanctuary at any time. 

12. Damages of any kind to the church building or the contents of the building will be reimbursed by the renter.  
Henderson Memorial Baptist Church 

501 Noel Drive

Hopkinsville, KY 42240

270-886-3223

Room Reserving/Renting Form
(Revised September 11, 2005)


Date 

Renter’s Name


Renter’s Address 


Renter’s City, State & Zip


Renter’s Phone  
Alternate Phone


Date of Event 

Time of Event

If Wedding, Date of Rehearsal

Time of Rehearsal

Person performing ceremony


Phone # of person performing ceremony


Approximate number of guests
  
If Member, Need Key?

Type of Event (circle)

· Wedding

· Reception 
· Baby Shower

· Wedding Shower

· Birthday Party

· Other (explain)*

*Other events are subject to Church approval.

Rooms Reserving (circle)

· Sanctuary

· Fellowship Hall (includes kitchen)
· Prayer Chapel 

· Nursery

· Sunday School Rooms

· Media Team Services


 (Fee paid to Media Team member)

Total Fees due: 

Payment Arrangements:

(1)
Paid
  (2) 
Paid

(3) 
Paid
 (4) 
Paid

(5) 
Paid
 (6) 
Paid

By signing this form, I agree to comply with all the rules and procedures of Henderson Memorial Baptist Church. For all weddings, bride and groom must meet with Pastor prior to the ceremony.  If the Pastor is performing the ceremony, bride and groom must meet with the Pastor 3 times for marriage counseling sessions and must agree to the Marriage Ceremony guidelines. (copies available in the church office)
                          Signature                                                                          Date

                          Signature                                                                          Date






