INSTRUCTION FOR USE OF THE FELLOWSHIP HALL

BROOKHAVEN UNITED METHODIST CHURCH

(Approved by Administrative Council, August 8, 2004)

Welcome:

Brookhaven United Methodist Church welcomes you to our facility. We hope that your meeting here is enjoyable. We are glad you have chosen us and hope you will return if you need our facility in the future.
Reservations:
· Reservation forms will ask for the name of the individual or group and the purpose of the meeting

· The Fellowship Hall must be reserved.  Contact the Church Secretary at 404-237-7506 to make reservations.  We have some standing reservations, but if there is a change in meeting times, or if a meeting is canceled please let us know.

· The charge to use the Fellowship Hall by non-members is $50.00 and is payable prior to use.

Unlocking and Locking:

· Key may be picked up in the Church Office between 9 AM and 1PM.  Unless you have a standing reservation, the key must be returned to the Church Office the next day.

· There is no security alarm.  The daycare building has a security alarm on the lower level. 

DO NOT attempt to enter the daycare building.

· To keep the main door unlocked—press the inside door handle and use the key and lock.  

As you are facing the doors from the outside, use only the door on the right.

· Areas for usage are Fellowship Hall, kitchen, and toilets located in the back of the Fellowship Hall.  All other areas are off limits unless special arrangements have been made with the Church Secretary at the time the reservation is made

Fellowship Hall:

· The chairs and tables in the Fellowship Hall are set up for regularly scheduled events.  If these set-ups are changed, please make sure to put them back the way they were before leaving.  

· There are light switches in the corridor and in the Fellowship Hall near the water fountain.  Turn off all lights prior to leaving.

· Air conditioner controls are to the back of the Fellowship Hall.  Do not set the temperature below 72F.  Prior to leaving please return the temperature setting to 72F.

· IF REFRESHMENTS ARE SERVED, MAKE SURE THAT ALL SPILLS AND FOOD ARE CLEANED UP PRIOR TO LEAVING.  BROOMS CAN BE FOUND IN THE CLOSET IN THE KITCHEN AS WELL AS MOPS.

· There is an ice machine in the back hallway.  Please be sure the door on the machine is closed and that the ice scoop is placed back in the plastic bag provided.

· No alcoholic beverages are allowed and smoking is not allowed in the Fellowship Hall.

Kitchen:

· There is one refrigerator that can be used to store food items for short periods.  It is the steel one marked “Church”.  Please remove your food items following your event. 

· Do not use the oven except for re-heating purposes.

· All other kitchen utensils can be used but must be cleaned and returned to proper storage.  We DO NOT provide paper or plastic products.

· Kitchen must be left clean and dry.

· All garbage must be bagged and taken to the dumpster in the parking lot. This includes the garbage from Fellowship Hall trashcans as well as the ones in the bathrooms.

Carefully check the premises before leaving, being sure the room is set up as you found it, the kitchen is clean and dry, trash is picked up and disposed of, the air conditioner control is reset, lights are turned off and the doors are locked.  Also check outside to make sure that cups, wrappers, cigarette butts, etc. are not present as a result of your meeting.

NOTE:  If the facilities require additional cleanup due to neglect or misuse, a $75 cleanup fee will be assessed and must be paid prior to the next meeting.

Name of Group ______________________________________________

Contact Person ______________________________________________

Contact info ________________________________________________

Day and time of use __________________________________________

Purpose of Meeting __________________________________________

Number of people expected ____________________________________

I have read and understand these instructions and will abide by them while using the Brookhaven United Methodist Fellowship Hall.

Signed:______________________

Date:__________________

Checklist
To aid in making sure everything has been done, a checklist of important items is included for your reference:

1. All lights have been turned out.




___

2. All garbage has been taken to the Dumpster


___

3. Thermostat has been set to original settings


___

4. Floors are swept and spills mopped up.


___

5. Chairs & tables have been returned to original locations    ___



6. Stove has been turned off



           
___

7. Water faucets in kitchen and bathrooms are off 

___

8. Tables have been wiped down and cleaned


___

9. Doors locked






___

10. Trash from outside has been picked up


___
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