Rental Application and Agreement
Applicant Information
Name of Applicant(s) (Responsible Party)______________________________________
Name of Organization if applicable___________________________________________

Address_________________________________________________________________
Telephone/Cell Number ____________________________________________________
FAX Number ____________________________________________________________
E-mail address____________________________________________________________
Event Information: ________________________________________________________
Rental Fee Category (Free Will Donation, Group I, II or III): 



Type of Event (Check all that apply):
Meeting                                                     __________ 

Wedding/Holy Union/Right of Blessing  __________
Reception                                                  __________
Musical Event                                           __________
Lecture                                                      __________
Other (please specify)                               ___________________________________

Approximate Number of Persons in Attendance:______________
Requested Rooms (Check all that apply):




Fees:_______
Full Package                                                __________
Half Package                                               __________
Social Hall                                                  __________

Parlor                                                          __________
Children’s Room                                        __________
Phoenix Room                                            __________
Board Room                                                __________
Kitchen (describe extent of use)                 __________

[Name of church authorized kitchen assistant (if known)]

________________________________________________________

Sanctuary without AV                               ___________
Sanctuary with AV                                    ___________

Name of church trained AV operator (if known):
_________________________________________________________

Total Rental Fees (if applicable):_______________________________
Security Deposit (25% of total rental fee):________________________
Custodial Fee:______________________________________________
Key Deposit:___________
Waiver and Release from Liability
In exchange for and in consideration of the use of the Metropolitan Community Church of Topeka building, grounds and/or equipment, I/we the undersigned, either as individuals or as duly authorized representatives of any organization named below, hereby waive any and all liability which shall or may be attributable to or alleged against Metropolitan Community Church of Topeka and/or it agents, employees or volunteers resulting from my/our use of the church building, grounds and/or equipment.  I/We acknowledge that there is a risk associated with using the church building, grounds and/or equipment under these conditions including, but not limited to, dangers of falling ice or snow, perilous conditions of parking lots, walkways, entry ways, floor surfaces and other construction and/or maintenance related liability issues.  Notwithstanding the above mentioned risks, I/we hereby assume all risk in connection with the use of the building, grounds and equipment and waive any rights which I/we or our organization or individuals associated with the event for which I/we are requesting the use of the building, grounds and or equipment, may have against Metropolitan Community Church of Topeka.  I/We, hereby release and hold harmless Metropolitan Community Church of Topeka, and its Board of Directors and its agents, employees or volunteers, from any and all liability arising or resulting from the use of the building, grounds and/or equipment and agree to indemnify and hold Metropolitan Community Church and its Board of Directors and its agents, employees or volunteers, free and harmless from any claim, demand, cause of action, or damage arising from any personal injury or property damage as a result of the use of the building, grounds and/or equipment, including without limitation, attorney’s fees and costs of suit.
I/We, the undersigned, acknowledge that I/we have read, understand, and agree to the terms of the above Waiver and Release from Liability and I/we agree with, and will abide by, the General Policies as set out in the Policies and Procedures for the Use of Metropolitan Community Church of Topeka Building, Grounds and Equipment, which are hereby incorporated by reference.  I/We agree that if we are issued a key to the building, I/we will not allow the key to be duplicated and if I/we represent an organization, I/we will notify the church should there be a change in representatives or officers and complete a new Rental Application and Agreement.
Signature:_________________________________

Date:

Signature:_________________________________

Date:

Name of Organization:_______________________


Ongoing Use Only


(To be used by free will donation groups that meet on a regular schedule)





Day of the Week:





Time:  From___________ am, pm 	To_________________ am, pm (include set up and clean up time)





NOTICE:  The church may request that the applicant move the on-going meeting to another room, move the meeting to another date or time, or move the meeting off the church property up to four times per year, to accommodate major church events.  The church Administrative Assistant will give the applicant two weeks advance notice if providing a substitute room, or thirty days notice if requesting the applicant to move the meeting off the church property.





Ongoing Use Agreements expire after one year from the date of the applicant’s signature on the Reservation Form.





Short Term Use Only


(To be used for onetime events or periodic meetings within a limited time frame)





Date(s):





Time:  From___________ am, pm 	To_________________ am, pm (include set up and clean up time)











For Office Use Only:





Application Received by_______________________ (signature)





Date Application Received:___________________________





Check Number for Rental Fee:_________________________





Check Number for Security Deposit:____________________





Check Number for Custodial Fee:_______________________





Check Number for Key Deposit:________________________





Application Approved by______________________ (signature)


Date of Approval:   _______________________________





Application Denied by _______________________ (signature)


Date of Denial:___________


Reason for Denial:____________





Building Unlocked and Locked By: _______________________________ (if known)  Phone number of Person Unlocking and Locking Church:_________________





Key Number:___________





Key Issued to:___________





Signed Key Agreement?___





How is this event to be titled on the church calendar?____________________________________





Is this an open attendance meeting or a closed event (i.e. invitation only)?______________








