Building Use Agreement Form
 (
Date Received  _________
Initials  _______________
) (
Appendix A
)St. Mark’s Episcopal Church

Please complete and return this form to the church office when you need to reserve space for any activity or event.  The Parish Administrator will confirm your reservation or offer alternate space and/or dates as available.

Group Name and Activity/Event:______________________________________   □  For Profit    □  Not For Profit

Contact person: ____________________________Tel.______________ E-mail: ___________________________

□    This is a one-time event		Date: ___________________	Time: _____________________

□    This is a recurring event		Start Date: _______________	Time: _____________________

					End Date: ________________

SPACE REQUESTED


Parish Hall Building
□    Parish Hall

□    Library

□    Classroom 1

□    Classroom 2


□    Parlor

□    Kitchen 

Preschool 
(Church use only) 
□    Preschool 

Admin House
(Church Use Only) 
□    Conference Rm

□    Youth Rm

□    Meeting Rm 

Church
□    Nave

□    Nursery




EQUIPMENT/INSTRUMENTS NEEDED?	□  Yes		□  No

If Yes, please list: ___________________________________________________________________________
		    (Please note: Use of the Music Instruments are subject to the approval of the Music Director.)

SETUP REQUIRED   Number of tables and chairs:  ______________________________________________

CHILDCARE REQUESTED?      □   Yes	 □   No

If Yes, ____________________ will contact the Nursery Coordinator, Gloria Castillo at 512-353-1979.

PUBLICITY    Please advertise in:   □ Sunday Bulletin    □ Church Website    □ Church E-news    □ None  

AGREEMENT    I have read and agree to abide by and implement the rules and policies set forth in the Building Use Policy of St Mark’s Episcopal Church.  

Signed: ___________________________________________________  Date: _______________________  

Administrative Use
Route to:  	□  Rector _____________________	□  Music Director ________________________   
      	□ Wedding Coor. ______________ 	□  Hospitality Coor. _______________________
      	□  Altar Guild  _________________	□  Pre-School Director _____________________          
Copies to:   □  Junior Warden      □  LEM/Lectors Coordinator     □ Flower Guild     
Appendix B
Building Lease For
Non Church Related Events

St. Mark’s Episcopal Church


The Following sets forth the agreement between St. Mark’s Episcopal Church (“St. Mark’s”) and 

__________________________________________________ (“the user”).

St. Mark’s agrees to lease the following space(s) on the date(s) shown and the time(s) specified below:

Space(s) to be used: ________________________________________________________________

Date(s) to be used: _________________________________________________________________

Time(s) to be used: ________________________________________________________________

In return for the use of the space(s) above the user agrees to pay a fee in the amount of $ ______________ to St. Mark’s.  A refundable security deposit of $250.00 is due at the signing of this agreement, along with a Certificate of Insurance, and the full payment specified above.



Signed: ________________________________        Signed: ______________________________
(User)				 		(St. Mark’s Representative)

Date: __________________________________        Date: ________________________________

Schedule of Building Use Fees
Appendix C


1. There is no fee for any church related event.

2. All non church related events will be subject to the fees and conditions listed below. 

3. A deposit of $250.00 and a “Certificate of Insurance” will be required for all non church related use of the facilities at St. Mark’s Episcopal Church.  The deposit will be returned after the term of agreement within 10 business days.  Any cleaning fees or damages will be deducted from the deposit.  This deposit is waived for church members, however they are still bound by the conditions and policies set forth.  

4. For Building Lease (non church related events) there is a four (4) hour minimum rental. Minimum fee includes two (2) hour event time, one (1) hour set-up and one (1) hour clean-up. 









Church	

Parish Hall w/Kitchen

Parish Hall Classrooms



NO CHARGE
(Church Related Events or Donation of Facilities)


- 0 - 

- 0 -

- 0 -

BUILDING USE FEE
(Non Church Related Events Charged at Cost per Event)

$100.00

$100.00

$100.00













BUILDING LEASE
(Non Church Related Events Charged at Lease Price)

$100 / hour

$100 / hour

$100/ hour















