Chinese Baptist Church (CBC)


Facilities Usage Agreement & Guidelines

I. General

This agreement applies to private events, church committee / group sponsored events and official church events/functions.  The responsible group/party (including official CBC events/functions) requesting the usage of facilities is responsible for setting up/cleaning and adherence to all stated policies and guidelines stated in this Agreement.  All reservations will be handled through the Church Office.  For a committee sponsored event, the committee chairperson will be the contact person for the event.  A usage fee will not be assessed for official CBC events/functions nor church committee/group sponsored events.

A.
CBC facilities may be reserved and used in accordance with this Agreement, subject to availability, the terms and guidelines stated herein and the approval of the Church staff.

B.
Usage of the CBC facilities is a privilege. 

C.
Confirmation of facility booking is upon receipt of applicable fees and security deposit and agreement form. The security deposit will be returned (or applied to the balance) at the end of the event upon inspection of facility and equipment.  The payment balance is due at the conclusion of the event. The signed agreement represents the event requester’s concurrence with the policies and guidelines.

D.
CANCELLATION.  Failure to cancel at least 7 days prior to start of event will result in loss of security deposit.  The reserved person/group seeking to cancel an event must do so, in writing, by notifying CBC during office hours (Monday-Friday, 9 a.m. – 5 p.m.).  Fax is accepted at (713) 461-5186.


E.
Reservation and usage of facilities does NOT include the use of the following:



(a) FLC kitchen facility and equipment nor (b) audio/visual (including overhead projector) equipment.  Inquire about kitchen and/or audio/visual equipment usage policy and fees with the Church Office.


F.
The use of tables, chairs, garbage receptacles and bags will be provided at no additional cost.  Requests for these items shall be made at the time of reservation.


G.
All events reserved must have an assigned CBC representative present during the event (to whom your name & telephone number shall be given at time of request for reservation along with a copy of the signed agreement).  This representative shall be responsible for compliance with this agreement and payment of the balance and any additional costs determined after the event.


H.
CBC-sponsored events and activities are not subject to security deposits, fees or indemnification.

II. Fees, Charges and Deposits


A.
A minimum charge of 2 hours will be assessed for all events.


B.
Set-up and clean-up time shall be chargeable as part of rental charges.


C.
Applicable fees and security deposit is due prior to confirmation of reservation.


D.
Set-up and cleaning is the responsibility of the reserved person/group, not of the CBC supervisor or custodial staff. Failure to properly dispose of trash in trash cans and/or leaving the facilities with excessive trash shall be a cause of the loss of the security deposit, which is the liquidated cost cleaning up.

E. The rental party shall pay for damage to any church property within 2 weeks of receiving written notices of the damages.  Conditions of facility and equipment shall be documented in rental agreement.  Any damages to the church property constitute forfeit of the security deposit and additional fees to cover repair/replacement.

F. Fee Schedule:

	Facility
	Fee**
	Extra
	Deposit 2

	Family Life Center 

(FLC) 
	Non-member
	$100 per hour (2 hour min.)3
	$50

	
	Member 1
	$50 per hour  (2 hour min.) 3
	$50

	Additional Fees
	Church Representative

Audio/Visual Technician4

Kitchen Staff
	$10 (per hour)

$75

$75
	N/A

	Kitchen Use
	
	$50/3 hours
	N/A


1 This applies to the individual who is on the church roster as member of CBC.

2 The deposit is required to cover unexpected damages to the church property and the extra fees. 

The total deposit will be refunded, as applicable. Please note that the deposit 

will be deposited immediately upon confirmation of your reservation.

3 The fee does not include usage of the kitchen or A/V system in the FLC.

4 The only audio/visual technicians are approved CBC members only.

** The pastoral staff and/or deacon body reserves the right to waive/reduce the stated fees for ministry-worthy 

functions sponsored by CBC and non-CBC groups that require financial assistance.
III. Miscellaneous

A. Sports equipment may only be used for CBC church ministry purposes. 

B. Proper shoes must be worn while playing in the FLC to minimize possibility of injuries as a result of improper footwear.  Shoes must have non-marking soles.

C.
No cut-offs, strapless tops or other immodest clothing are allowed. Shirts must be worn at all times.

D.
Pets are not allowed in the facilities.

E.
Access to the FLC Equipment Room and disbursement of equipment are restricted to Recreation Committee personnel on duty.  Light switches and AC/heating will be handled only by the CBC assigned supervisor and/or custodian.

F.
CBC is not responsible for its own or third party’s negligence, personal injuries, and loss of or damage to personal property and vehicles.  The requesting party agrees to indemnify CBC for any claims against it. 

G. Only the terms, conditions and duties explicitly contained in this document constitute the agreement between CBC and the requesting person/group, whose name appears below, to the exclusion of all other terms, conditions and duties not explicitly contained herein.

H. It is expected that all parties involved familiarize themselves of fire extinguishers and emergency exits.

IV. FLC Capacity

A. The FLC can easily accommodate a party of up to 250 people. Beyond 250 requires additional tables and chairs that the requester must rent from rental companies.

B. The requester is responsible for securing the additional furnishings and any rental fees.

V. Unauthorized Activity

A. Political activity

B. Commercial activity 

C. Any other activities that Chinese Baptist Church considers inappropriate/unacceptable.
D. Religious activity that is inconsistent with Chinese Baptist Church beliefs and practice.
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