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Thank you for expressing interest in the use of Mid-Cities Community Church’s facilities.  It is our desire at Mid-Cities to help make your event not only successful but also memorable.  

Before the facility can be reserved, the Facility Usage Application, which is included in this packet, must be filled out and mailed to 7401Briarwood Avenue, Midland, TX 79707 along with the facility deposit to reserve the date.  This packet includes everything that you need to know regarding building usage, fees associated with renting the facility, as well as an event planner form where you will be able to specify exactly what you need in the facility.

Again, thank you for your interest in using Mid-Cities’ facilities.  Our desire is to assist you in your event needs.

Mid-Cities Community Church

8700 State Hwy 191
Midland, TX 79707

(432) 522-1330 Office

Polices and Procedures for Facility Usage

Types of Events

Church Sponsored Events – These are events hosted by non-profit organizations desiring to use the facility for their non-profit purpose.  Typically Mid-Cities supports these organizations financially, through prayer, or in endorsements on a congregational level.  These types of events do not require a facility usage fee, but may be subject to custodial and other service fees.  Waiving any fees is at the sole discretion of Mid-Cities and must be approved well in advance by the facilities committee.

Private Party/Community Events – These events are reserved for individuals or organizations that desire to use the facility.  These events will be subject to building usage fees and possible service fees depending on the event scheduled.  Facility usage fees will be waived for tithing (giving 10% of your annual income) members who desire to use the facility.  These individuals must be in our database, have completed Foundations First/Membership Class, and placed membership at Mid-Cities.  Although the facility usage fee is waived, custodial and other service fees will apply.

 Scheduling

All events must be scheduled at least one month prior to the desired event date for adequate time to schedule custodial and service personnel.  The scheduling process includes a completed Facility Usage Application (this packet) as well as the facility deposit check to reserve the date for the event.  The facilities committee has 30 days to review the application and either approve or deny it.  Only when the application and the facility deposit are received by the facilities committee, will the date for the event be reserved.  Please be aware the date is not confirmed until the facilities committee approves the application.  If the application is not approved the check will be voided and sent back to you in the mail.

Planning Times

Typically events will not be scheduled on Sundays due to corporate worship.  Monday through Friday events must be completed and all decorations must be removed from the building no later than 12:00 am.  Saturday events must be completed and all decorations must be removed from the building no later than 6:00 pm.  The facility will not be available for use during the month of December.

Personnel

Facility Host/Hostess – The facility host/hostess will receive a copy of the application and be informed of all your facility requirements.  Prior to and during your event they will make sure the facility is cleaned properly, that all service personnel is ready and informed regarding your needs, and be available to answer any questions or assist you during the event.

Sound and Lighting Technicians – Due to the complexity of our sound and lighting systems, only Mid-Cities technicians may be used for the rehearsal and the event.

Custodial Staff - MCC custodial staff will be responsible for providing a clean facility.

The building will be ready for the event at 12 pm the day prior to the event. Any cleanup due to decorating or the rehearsal will be the responsibility of the individual or organization renting the facility.  Outside agencies are not allowed to be hired to clean the facility before or after the event.  

Please make sure all personal belongings and decorations are removed by 12 am on the night of the event (or by 6 pm if your event is held on a Saturday night).  The church will not be held responsible for personal belongings or valuables.

The church has approximately 80 almond padded metal folding chairs available for use, as well as 9 (6’) rectangle tables or 9 (5’) round tables. Any combination of round or rectangular tables may be used as long as the total number of tables used is 9 or less.  If more are needed you may prefer to rent the tables and chairs from a rental store. No linens are provided by the church.

Media Technician - Due to the complexity of our media equipment, only Mid-Cities technicians may be used for the rehearsal and the event.  The formatting must be in PowerPoint or DVD and must be given to the host/hostess at least a week in advance for testing purposes.

General Requirements

· Absolutely no alcoholic beverages are to be served or consumed on the premises.  This includes the rehearsal and during the event.  Non-alcoholic beverages served in a champagne fountain is an alternative.  No drugs or tobacco products of any kind are permitted in any part of the building at any time.  Failure to comply by the renting party or their guests will result in the loss of the damage deposit and could result in cancellation of the rehearsal and/or the event.  The renting party shall be responsible for communicating this information to their organization and/or guests.

· Furniture and accessories must not be moved or removed.

· Artwork and accessories must not be moved or removed from walls.  Artificial trees cannot be moved or removed. Greenery may be used if returned to original location.  Flowers may be placed in the pots with the greenery, but please do not borrow/transfer greenery to columns or other arrangements.

· Posters, banners, or Christmas decorations may not be removed.  You may want to revisit the church building prior to the event to see if any wall posters and/or banners are up.  Oversized banners may be removed at the sole discretion of building committee.

· All necessary movements of furniture or instruments will be done by MCC personnel only (Additional Fees will apply for a complete stage clear).  Drums and piano will not be removed from the platform.

· No food or drinks are permitted in the sanctuary.  This includes snacks for small children and “sippee cups”.  Individual bottles of water with lids are permissible.  Any violation of this policy may result in the loss of your security deposit.
· No unattended children are allowed in the Sanctuary, on the platform, backstage, or in the baptismal area at any time.  If your guests will be bringing their children, please inform them of this restriction.  This will help protect you from additional stress and save them the embarrassment of having their children corrected and brought back to them by the service personnel or the facility host/hostess.

· The nursery is not available for use. A changing area is available in the women’s restroom.

· Nails, tacks, staples, pins, floral clay, duct tape, masking tape, or anything that will mar will not be permitted on pews, walls, woodwork, floors or furniture. Only high quality painter’s tape may be used to secure or conceal cords on the floor.  Failure to comply will result in the loss of your damage deposit.
Required Payment

Members of MCC (those who have completed Foundations First/Membership Class on record) who tithe (give 10% of their annual income to the church) will be given full use of the facility without a facility charge.  However, this does not apply to tithing members who desire to use the building for an organization they are involved with.  It is our way of expressing appreciation for your commitment and faithfulness to the church.  A copy of your contribution statement will be reviewed. Those who attend or are non-tithing members will be asked to pay a facility charged based on community and national averages.  Everyone is required to pay the facility deposit as well as the damage deposit as soon as the event has been scheduled.  All other fees are due the day of the event.

Facility Usage Fees –

Sanctuary, Conservatory, & Foyer:




$1,575.00

Sanctuary & Foyer:






$1,225.00

Conservatory & Foyer:




   
$650.00

The Box:







$625.00

City Center:







$1,000
City Center & City Park:





$1,250

Elevate
:







$1,250

Refuel:








$1,250

Unchained:







$600

Facility Deposit (Amount will be applied to service fees)

$100.00

   (Due when application is turned in)




Damage Deposit (Amount is refundable)



$250.00



    (Due when the approval letter is received)

All amounts include full use of the facility for one rehearsal and the event, lighting technician (where equipment is accessible), sound technician (where equipment is accessible), media technician (where equipment is accessible), and custodial services for areas rented.

Any combination of these will be reviewed on a case by case basis and an appropriate fee will be charged based on community and national averages.

Service Fees – 

If the facility is being rented for a church sponsored event or by a tithing member that is not required to pay the facility charges, service fees will apply.  Services provided by individuals or staff members are performed on their personal time. Customary compensation for service provided is the same for members, non-tithing members, those who attend, and those who do not attend. These numbers are based on national averages.

Light Technician (rehearsal and event)



$75.00

Sound Technician (rehearsal and event)



$150.00

Media Technician (rehearsal and event)



$50.00

Custodial (one cleaning before and after performance)




Sanctuary, Conservatory, & Foyer:


$300.00


Sanctuary & Foyer:




$250.00


Conservatory & Foyer:



$200.00


The Box





$100.00

            City Center





$200.00

City Park





$150.00
Complete Stage Clear (at sole discretion of MCC and 
$300.00

must be approved in advance)

Mid-Cities Community Church 

Facility Usage Application

General Information

Contact Name:___________________________________________________________

Organization Name:_______________________________________________________

Address:________________________________________________________________

Contact Phone 1:_____________________ Contact Phone 2:______________________

Date of the Event:____________________ Time of the Event:_____________________

Date of the Rehearsal: ________________ Time of the Rehearsal:_________________

Description of the Event:___________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Services Needed

Sound Technician_________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Light Technician__________________________________________________________

________________________________________________________________________

________________________________________________________________________

Media Technician_________________________________________________________

________________________________________________________________________

________________________________________________________________________

(Please be specific as to what is needed so we can best serve you)

Facilities Needed

Sanctuary/Foyer
____


Sanctuary/Foyer/Conservatory
____

Conservatory/Foyer

____

The Box


____

Children’s Classrooms
____


Other



____

Explain any special circumstances____________________________________________

_______________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Equipment Needed

Chairs _____ If so number needed_____________

Tables _____ If so number needed_____________

Rental Company Name ______________________

If using a rental company, explain the pick up and drop off arrangements made

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Miscellaneous Questions/Needs

Will there be any food served at this event? ______  If so, what is the catering company being used and what arrangements have been made for pick up and drop off? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Are there any special needs or requests, not covered in this packet or application, which the host/hostess of Mid-Cities Community Church needs to know about?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Have you included the $100 reserve date fee along with this application? _____________

Have you completed the required membership class and placed membership at Mid-Cities Community Church? ___________

Do you tithe (give 10% of your annual income) to Mid-Cities Church? __________

Do you understand that a copy of your contribution record to Mid-Cities Community Church will be reviewed? ___________

I have read and agree to abide by the policies stated in this application.  I further agree to pay any and all fees according to the fee schedule outlined within the policy.  I also understand that submission of this application and the facility deposit does not guarantee the date for my event.  If the date is not agreed upon and I choose to host the event elsewhere, I understand Mid-Cities Community Church will shred or mail back, whichever I choose, the facility deposit  that is included with this application.  I acknowledge that the acceptance/approval of this application may take as long as, but not more than, thirty days.

________________________________________       _________________________


(Responsible Party Signature)


(Date)

