Knox Presbyterian Church

2595 Elmwood Ave Kenmore, NY 14217

Telephone: (716) 873-2423 Web page: www.knoxchurchbuffalo.com
EVENT DATE(S):                                   . TIME REQUESTED,   FROM:         :         am / pm   TO:         :        am / pm
 (Please allow adequate time for setup and take-down/house keeping)

 Recurring Event?   Y / N    
Previously used the Knox Facility? Y / N      if yes, Date:                              .
TO BE USED BY(Person Accountable):

Name (Print, sign at bottom):                                                                                          .   Knox Member? 
Y / N


Mailing Address:                                                        .   City, State, ZIP:                                                                   .      
 

For Organization:                                                                                          .   Registered not-for-profit? 
Y / N


Mailing Address:                                                                           .   State-licensed child care provider?

Y / N

City, State, ZIP:                                                                                                    .
EVENT


Description:                                                                                                                                                                 .

Open to public: Y / N   
Announced start time:                       .

Number of people expected?                             .                            Food and/or beverages to be served? 
Y / N

BUILDING USE – circle each area  yes or No  (Time includes setup)
      Cost

Family Life Center  (Gym)
Y / N   $65min (2hrs) + $20/hr each additional 
                   .




Tables, $5 each Qty:__   ___    Chairs, $10/50 Qty:            .
                   .

Bethlehem Hall
Y / N   $50min (2hrs) + $20/hr each additional
                   .



Tables, $5 each Qty:__   ___    Chairs, $10/50 Qty:            .
                   .

Conference Room 
Y / N   $25min (3hrs) + $10/hr each additional
                    .

Library
Y / N    $25min (3hrs) + $10/hr each additional
                    .

Welcome Center
Y / N
$150 per day (Board of Elections)                                                                .

Sanctuary (Weddings) 


Building Use1 
(Paid to Knox)
$350
                    .


Minister Fee
(Paid to Minister)
$250
                    .

Organist

(Paid to Organist)
$175
                    .

Sound System
(Paid to Sound Engineer)


Attended:
Microphones adjusted Live





Service recorded on CD
$  50 
                    .


Unattended: Open Mics. No volume adjustment 





during service
$    0





Kitchen 
Y / N
$75min (3hrs) + $10/hr each additional
                    .

Nursery 
Y / N
$25min (3hrs) + $10/hr each additional
                    .
1 Includes rehearsal, wedding day, custodial, security, utilities

TOTAL USAGE CHARGE:  Check #                          .    Dated:                                . 
$                    .
Church members: Donation requested is ½ of above.
Ministries not affiliated with Knox, Fees to be determined by B&G, approved by session
No functions are allowed as fund raisers without session approval.
FACILITY USE DEPOSIT $100.00,   Check # ___________ Dated: ____________

I have received a copy of, and agree to observe the policies and procedures in the Knox Building Use Policy dated February 1, 2008.   I have provided a signed Voluntary Release Form with this Building Use Agreement.

Signature: ___________________________ Date:                              .   Phone (daytime):                                    .
E-mail: ____________________________________________ Phone (evening): ____________________

Mail forms and fees to: Knox Building Use Coordinator at address above. Make checks payable to “Knox Church” 
Insurance Rider Required?
Y / N    if Yes, is circled, is it on file in the church office?    Y / N
User authorized to enter building using electronic key provided. Will only unlock doors needed for event described above.  When event is complete, user agrees to lock all doors, return electronic key within one week following the event.
Fees received, and above Building Described Use APPROVED by: Building Use Coordinator:    Rick Rife  (716) 583-4846
Key#:                 . issued          Returned on:                        .       Facility Inspection by:                                    __ 
Returned upon satisfactory post-event inspection
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