
	  

	  

MINISTRY EVENT FACILITY USE PROTOCOL 
	  
In an effort to be good stewards, and to keep our Sanctuary, classrooms, 
kitchen, and both small and large fellowship halls in good condition, please 
make adhere to the following protocols for your ministry event(s): 
 
(1) Only spaces that are reserved and approved are to be used.  
 
(2) Please do not us tape, glues, staples, or nails on the walls or any other 
painted surface. 
 
(3) Do not drag tables and chairs across the floor. 
 
(4) At the conclusion of your event(s), it is your responsibility to leave the 
reserved space(s) clean. This includes removing all trash and ensuring that all 
used items are put away neatly. All materials brought in for the event are to be 
removed and properly disposed of following the event.  
 
(5) Any food and/or drink spills are to be cleaned immediately.  
 
(6) Your ministry is responsible for the set-up and break down of the space. 
Please communicate how many tables and chairs you will need at least 5-7 
business days prior to your event.  
 
(7) The ministry is responsible for all food serving materials, including plates, 
cups, napkins, etc. Please do not take items from the kitchen without prior 
approval.  
 
(8) If your event requires the use of the television or any media equipment, 
please place the request in writing 7-14 days before your event. Your ministry 
will be responsible for returning the TV remote and/or HDMI cord at the 
conclusion of your event.  
 
(9) Deliveries for your event can be made on the day of the event, unless prior 
approval is granted. All deliveries must be made during normal office hours.  
 
(10) Immediately inform a member of the staff if you notice any irregularities or 
if any piece of equipment is not in working order.  
 
Thank you for your help in keeping our spaces clean.  


