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Room Reservation Request Form 
Facility Hours: Weekdays, 5 am–10 pm; Saturday, 8 am–6 pm; Sunday, 12–5 pm 
Pool Hours: Weekdays, 5:30 am–9:30 pm; Saturday, 8:30 am–5:30 pm; Sunday, Closed 
 

Event Information 
Event Name: # of People Expected: 

Event Date: Mon.____  Tues.____  Wed.____  Thurs.____  Fri.____  Sat.____  Sun.____ 

Event Start Time/End Time:  *Times must include set-up and tear-down. Purchasing pool passes?  ☐Yes  ☐No 
 

Contact Person Information 
Name: Phone #: 

Address: City: State: Zip: 

Email: 
 

Room(s) & Resources Requests & Fees (Check At Least One. 2 Hour Minimum) 
Rooms $ Per Hour $ Per Day # of Hours/Days Sub-Total 

 Community Room 1 $15.00 $120.00  $ 

 Community Room 2 $15.00 $120.00  $ 

 Community Room 2 & Kitchen $25.00 $200.00  $ 

 Community Room 1 & 2 & Kitchen $40.00 $240.00  $ 

 Loft $25.00 $200.00  $ 

 Multi-Purpose Room (MPR) $50.00 $300.00  $ 

 Main Gym $100.00 $600.00  $ 

Total $ 
 

Additional Resources Requests & Fees (Check At Least One. 2 Hour Minimum) 
Resources Inventory # Cost # of Items Sub-Total 

 Lectern/Podium 3 $0.00  $ 

 Blue Padded Chair for Community Room 150 $0.00  $ 

 Burgundy Padded Chair for MPR 300 $0.00  $ 

 Purple Vinyl Chairs for Loft 115 $0.00  $ 

 5’ x 1.5’ Conference Table 32 $0.00  $ 

 5’ Round Table 35 $0.00  $ 

 8’ Rectangular Table 6 $0.00  $ 

 5’ Round Tablecloth 35 $2.50  $ 

 8’ Rectangular Tablecloth 6 $2.50  $ 

 Audio-Visual Technician N/A $50/hour  $ 

Total $ 
 

Credit/Debit Card on File (See policies below.) 
 
 

    

Card Number Expiration Date 
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Approved Users and Priority of Use 
 
The pastor or official designee must approve all uses of Community Center facilities. Community Center facilities and 
equipment will be made available to groups meeting the following qualifications: 

1. The activity of the group or person that is requesting facility space must be consistent with the church’s faith and 
practice.   

2. The group or person seeking facility use must submit a completed and signed “Room Reservation Request” form.  

3. The group or person seeking facility use must be willing to take responsibility for the facilities and equipment used 
and must agree to abide by the church’s rules of conduct for facility use, as stated below and as described in any 
additional instructions given by staff.  

 
I affirm that: 

1. I understand that the Community Center is not required to allow its facilities to be used by persons or groups.  

2. To the best of my knowledge, the purpose for which I am requesting use of Community Center facilities will not 
contradict the church’s faith and practice, and I commit to promptly disclose any potential conflict of which I am 
aware or become aware to the Senior Pastor or his designee.  

3. I understand that my use of these facilities is subject to the pastor’s approval, which is conditioned in part on my 
agreement to the requirements in this document which I have read and understand.  

4. The church believes disputes are to be worked out between parties without recourse to the courts. See, generally, 
Matthew Chapter 18 and 1 Corinthians Chapter 6. Accordingly, users of the facility agree to attempt resolution of 
any disputes through Christian mediation which will be organized by the Senior Pastor.  

 
 
 
 

By signing this document, I am agreeing with the Room Reservation Policies and the Terms of Facility Use policy and 
authorize Faith East Community Center to charge my credit card for my room reservation once it is confirmed and 

for any damages or fees associated with my room use.  
 

 
     
Customer Name   Date 
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Room Reservation Policies 
 

  Reservation Request Form Policy: I understand that completion of the Room Reservation Request Form does NOT 
guarantee a reservation since all reservations are filled on a first-come-first-serve basis.  

 
  Reservation Communication Policy: I understand that I will be contacted within 1 business week after my request 

is processed, and I must submit my request at least 2 weeks before the date of the event. I understand that 
reservations will be confirmed by e-mail. 

 
  Reservation Time Request Policy: I understand that every reservation has a two-hour minimum and must include 

set up and tear down times. I understand that Faith does not schedule events after hours, or during holidays. See 
website or ask front desk for holiday hours. 

 
  Reservation Check-In & Payment Policy: I understand that all room reservation fees are due the day of the event 

and that I must check-in with the front desk at the start time of my event to pay all room fees and be directed to 
tables and chairs for my room set-up. 

   
  Reservation Set-Up Policy:  I understand that I am responsible for setting up all the tables and chairs for my event.  

I will check in at the front desk to be directed to tables and chairs for my room set-up.  I understand that set-up 
needs to be included in my reservation time. 

 
  Room Check-Out Policy: I understand that I must check-out with the front desk at the end of my event to have my 

room inspected for cleaning and damages. 
 
  Room Cleaning Policy: I understand that I am expected to clean my room(s) after use and that clean-up includes 

but is not limited to: vacuuming, taking trash bags to dumpster, sweeping, mopping, wiping down countertops, 
and carrying out or throwing away leftovers.  I understand that additional cleaning fees may apply if the room is 
not cleaned by the end of my reservation time. 

 
   Room Damage Policy: I understand that if damage is done to any part of Faith property at my event, additional fees 

may be charged to my reservation. 
 
  Room Decorating Policy: I understand that I am not allowed to hang items from the ceiling or walls. I understand 

that glitter is not permitted. 
 
  Facility Drink, Substance & Activity Policy: I understand that Faith Community Center is a smoke-free and 

alcohol-free facility. I understand that red Kool-Aid is not permitted as it can stain the carpet. 
 
  Wedding Event Policy: I understand that because of the additional care that weddings events require, Faith 

Community Center is unable to accommodate community guests’ weddings and receptions. 
 
  Audio-Visual Technician Policy: I understand that an audio-visual technician will only be provided for my event if 

my request for one is approved. 
 
  Reservation Cancelation Policy: I understand that if my event needs to be canceled, I must do so within 72 hours 

of my event or my Card on File will be charged. I further understand that if I do not communicate and do not show 
up for my event, my Card on File will be charged. 

 
   Card-On-File Policy: I understand that my debit/credit card on file is not being charged at the time of reservation, 

but is only being used as a guarantee that the room will be held for my event.  I will only be charged if I do not 
cancel my reservation according to the Reservation Cancelation Policy, or do not check-in at the front desk, or do 
not check-out for my room inspection. 
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Purpose Statement 
All of Faith Church’s facilities were provided through God’s benevolence and by the sacrificial generosity of church 

members. The church desires that its facilities be used for the fellowship of the Body of Christ and to bring God glory. We 

make our facilities available to persons as a witness to our faith, in a spirit of Christian charity, and as a means of 

demonstrating the Gospel of Jesus Christ in practice.  

Facility use will not be permitted to persons or groups advancing or advocating practices that conflict with the 

church’s faith or moral teachings, which are summarized in, among other places, the church’s constitution and bylaws. Nor 

may church facilities be used for activities that contradict, or are deemed inconsistent with the church’s practice. The Senior 

Pastor, or his official designee, is the final decision-maker concerning use of church facilities.  

This restricted facility use policy is necessary for two important reasons. First, the church may not in good 

conscience materially cooperate in activities or beliefs that are contrary to its faith and practice. Allowing its facilities to be 

used for purposes that contradict the church’s beliefs would be material cooperation with that activity and would be a grave 

violation of the church’s faith and religious practice. (2 Cor. 6:14; 1 Thess. 5:22). 

Second, it is very important that the church present a consistent message to the community and that the church staff 

and members conscientiously maintain that message as part of their witness to the Gospel of Jesus Christ. Allowing facilities 

to be used by groups or persons whose use of the facility will express beliefs or engage in practices contrary to the church’s 

faith could have a severe and negative impact on the message that the church strives to promote. It could also cause 

confusion and scandal to church members and the community because they may reasonably perceive, by allowing use of 

our facilities, the church agrees with the beliefs or practices of the persons or groups using its facilities.  

Therefore, in no event shall persons or groups whose event is seeking to advocate beliefs or engage in practices that 

contradict the church’s faith use any church facility. Nor may church facilities be used in any way that contradicts the 

church’s faith without written permission to do so from the Senior Pastor or his designee. This policy applies to all church 

facilities, regardless of whether the facilities are connected to the church’s sanctuary, because the church sees all of its 

property as holy and set apart to worship God. (Col. 3:17). 
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Terms of Facility Use Policy 
 
The following Terms of Use are in effect for all facility reservations at Faith East Community Center (the “Community 

Center”): 
 
I. PERMISSION. Facilities may be used only at the time and for the event (including matters incidental to the event) described 

in the accompanying Room Reservation Form. 
 
II. NO PUBLIC ACCOMMODATION. Permission to use facilities does not imply, and shall not be represented as implying, 

the approval by the Community Center to the views expressed or implied in or incidental to the event. However, it 
is the intention of the Community Center, neither to create a place of Public Accommodation by permitting some 
uses which they may not endorse, nor to waive or limit thereby its ability to deny use for any event that in the 
Community Center’s sole judgment will conflict intolerably with the Church’s purposes and convictions. 

 
III. TERMINATION. The Community Center may terminate this agreement at any time upon oral or written notice to the Point 

of Contact identified in the accompanying Room Reservation Form (“User”) if in the Community Center’s sole 
judgment the Property becomes unsuitable for the purpose stated in the Room Reservation Form or if in 
Community Center’s sole judgment the occupation and use of the Property by the User will conflict intolerably 
with Church’s purposes and convictions. 

 
IV. PROPERTY AND CENTER RULES. The User may not bring upon or allow to be brought upon the Property any alcoholic 

beverages or illicit drugs, or any dangerous, flammable, or explosive item. Smoking is not permitted on the 
Community Center property. The User may not affix anything to the property unless it can be removed without 
leaving a residue or otherwise damaging the property. Any damages to Community Center property caused by the 
User or the User’s guests, invitees, or licensees must be reimbursed to the Community Center by the User. Invitees 
or licensees may not be disorderly or commit any nuisance on the Property and act in any way that interferes with 
the exercise by other Users of the Community Center. 

 
V. SURRENDER OF PROPERTY. On the ending time and date in the Room Reservation Form, the User shall peaceably 

surrender the Property in as good condition as the Property was at the time of the User’s entry on the Property. The 
User shall remove all things placed by User or the employees, agents, guests, invitees, or licensees of the User on 
the Property, and if the User shall fail to do so, the Community Center shall have the right to remove the same at 
the User’s expense, or to treat such item as abandoned and to retain it as the Community Center’s property. 

 
VI. INDEMNIFICATION AND RELEASE. In consideration of being permitted the use of the property which is owned by Faith 

Properties Inc., the User, for User and User’s legal representatives, successors, and assigns, hereby releases, waives 
and discharges the Community Center, its officers, agents and employees, and each of them (“Community Center 
and Representatives”) from all liability to User and User’s directors, members, trustees, representatives, sureties, its 
affiliate companies, legal representatives, successors, and assigns (“User and Associates”), for any and all loss or 
damage, and any claim or damages resulting therefrom, on account of injury to persons or property arising out of 
possession or use of the Property, whether or not caused by the negligence of the Community Center and 
Representatives. The User and the User’s officers, agents, employees, invitees and other privies shall use the 
premises at their own risk. Regardless of any negligence of Community Center and representatives, the User shall 
defend, indemnify and hold Community Center and Representatives harmless from any and all liability for all 
damages, costs, losses, and expenses resulting from, arising out of, or in any way connected with Use of the 
premises. The Community Center and its representatives shall not be liable to the User if for any reason the User’s 
occupation or use of the Property shall be hindered or disturbed. The User agrees that the User has inspected the 
Property and is not relying upon any representations of the Community Center and Representatives or any of them 
as to the condition or state of repair of the property or its suitability for any particular purpose. This release, waiver 
and indemnification is intended to be as broad and inclusive as permitted by the laws of the State of Indiana, and if 
any portion thereof is held invalid, the balance shall, notwithstanding, continue in full legal force and effect. 

 
VII. INSURANCE. At the Community Center’s discretion, User may be required to provide proof of liability insurance 

coverage, with as much as a $1,000,000 liability limit by a certificate of insurance with Community Center and the 
property owner as additional insured. 

 


