St. Matthew’s United Methodist Church
30900 6 Mile Rd., Livonia, MI 48152
Phone: 734-422-6038
“Find hope. Be hope. Share hope.”

CHURCH BUILDING USE REQUEST FORM
To inquire about use of the church, please contact the church’s Office Administrator (Kim DeSantis) at 734-422-6038 or kimdesantis@stmatthewslivonia.org. Note – please submit requests at least 2-weeks prior to your event, so that proper arrangements may be made.


Event:	

Committee/Group/Individual: 	
Contact Person:	

Address: 	

Email:		Phone:	

Date(s) of Event: 	
Actual Start/Finish Times of Event:	
Anticipated Number of Attendees: 	
Room(s) Needed:		
(Available Rooms: Fellowship Hall, Kitchen, Sanctuary, Room #107/108, Music Room)

Will you need additional time for set-up: Yes ☐  No☐ (If yes, please specify preferences below.)
Date of Set-up: 	
Start/Finish Times of Set-up: 	

Additional needs (according to rooms):
Sanctuary
· Use of grand piano
· Use of upright piano
· Use of keyboard
· Use of a/v system (May require church a/v tech at an additional fee.)

Fellowship Hall
· Tables
· Chairs
· Audio System

Kitchen
· Dinnerware
· Cups
· Coffee Pot
· Dishwasher


Room #107/108
· TV/DVD

Comments/specifics re. additional needs: 	
	
	
	
	
Building Use Guidelines
· Our church’s mission is – “To make disciples of Jesus Christ for the transformation of the world.” Although the church is used primarily for our worship services, meetings, and all other ministries and activities, we do invite outside groups, particularly non-profit groups, to use our facilities when rooms are available.  Our Trustees maintain a church use fee schedule for all other groups, which helps us maintain our building.
· All use of the church’s facilities must adhere to The Social Principles and The Book of Discipline of the United Methodist Church (The Book of Discipline of the UMC, ¶2533§3). Accordingly, the consumption of alcohol or gambling of any form is not allowed on church property.
· Fees are due prior to the use of the building.
· If literature/publicity regarding your event will be distributed with the church’s name, the Trustee’s request that it be submitted for approval prior to being used.
· From time to time, church events (e.g. a funeral) may require the re-scheduling of non-church events. In these instances, every effort will be made to notify your group’s contact person as soon as possible. 


Signature: 		Date: 	


FOR OFFICE USE ONLY:


Signature
Date
Comments
Requested Rooms Available:



Trustee Approval:





Total Amount Due: $__________
Fee
Date
Amount
Check #
Receipt #















