Trinity Key Control Policy
Upon accepting a key for the doors of Trinity United Methodist Church, you agree to ensure the key issued to you is properly safeguarded and not used by unauthorized persons. You will not give your key to family members or other members of the church. You will not duplicate your key. There will be permanent keys issued to: Pastor, Secretary, Worship Chair, Lay Leader, Finance, Media, Trustees (3) and custodians (2)
Any other person(s) needing a key for a function will check out a key from the church office. Persons leading weekly ministries may be given a key at the discretion of the trustees. When these ministries no longer meet or the individual is no longer leading the ministry, the key is to be returned. For short-term usage, the key is to be checked out at least 3 days prior to the event and returned no later than 3 days after the event.
If you lose your key or duplicate your key for another individual, you could be responsible for having all outside door locks re-keyed/changed upon the decision of the trustees. The cost to replace a lost key will be $40.00.
Checklist When Leaving Building:
[image: ] All air conditioners/heaters are off
[image: ] All lights are off
> Chairs and tables are put up
[image: ] Anything that is moved is returned to its original place (the building is left like you found it or better)
[image: ] If you make a mess, clean it up
[image: ] Trash is emptied
[image: ] All doors are locked
· Flush toilets and pick up trash in restrooms
· 
             Event Date: [image: ]
Rental Agreement for Church Facilities	Key#[image: ]
Trinity United Methodist Church Office Phone: (940) 692-9995 5800 Southwest Parkway Office Email: tumc@trinitywf.org Wichita Falls, TX 76310	                                             Today’s Date: [image: ]
Event Details
Primary Contact Name:
Phone Number:__________________________Email:_____________________________________
Address:
Group Representing:
Event Description: 
Is Pastor's presence required or requested? (_) YES (	) NO 	Secondary Contact on reverse

Dates & Times ______________________    Set up ______________	Close________________

Estimate Number of Persons Attending:[image: ]
	Non-Members
	Church Members

	[image: ]   ) Key Deposit                                                                                 	$25.00
	$10.00

	( ) Security Deposit due before event is placed on calendar           $100.00
	$50.00

	[image: ]
	) Ministry Activity Center (MAC) —  Gym	                                       $75 per hour
	$50 per hour

	  [image: ]
	) MAC Gym for school aged sports teams     $50 first hour/$25 each addl. hr.
	$25 per hour

	[image: ]
	) MAC— Kitchen	                                                                     $50 per hour
	$25 per hour

	[image: ]
	) Classrooms either building/per classroom	                          $30 per hour
	$15 per hour

	[image: ]
	) Sanctuary	                                                                                     $65 per hour
	$40 per hour

	[image: ]
	) Church Kitchen	                                                                     $45 per hour
	$25 per hour

	[image: ]
	) A/V (Church staff only, provide thumb drive 24 hours prior)	              $80 per hour
	$40 per hour

	[image: ]
	) Wedding Package*$600 Includes: Sanctuary, MAC, 2 classrooms in main building.
	$300


[image: ]) Decoration time and set up prior to rehearsal	$30 per hour	$15 per hour
) Coffee/Tea/Hospitality Service				 _________		 ______
) Cleaning Fee if facility is not left in a clean state		$100.00 minimum	$100.00 ) )Building Opening/Closing Fee				_________             ________

6- 8 ft rectangle tables 9-6 ft rectangle tables 11-8 ft round tables 4-8 ft round (heavy) tables
_____ No alcohol allowed per United Methodist Conference
_____I have received and understand the TUMC Building Use Policy,
_____Facility reservation is not guaranteed by the form or fee paid, but on confirmation by Church Office.
_____ Trinity United Methodist Church reserves the right to cancel or adjust this reservation based on Ministry needs. In the event of cancellation, the Building Use Fee will be refunded if event is not rescheduled.
______ Provide Insurance certificate.
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