HOLY GHOST TEMPLE CHURCH, INC.
RENTAL POLICIES AND PROCECDURES
Holy Ghost Temple Church, Inc. is a Christ-based facility.  Holy Ghost Temple Church welcomes the opportunity to serve the needs of the community.  Facility reservations are subject to availability.  All individuals/organizations must observe Holy Ghost Temple’s policies.  A non-refundable security deposit of $100.00 is due upon receipt of application (this fee is used towards the cost of the rental space) and is required to reserve your date.
When making a reservation, make sure the following information is available:
· Date and time of the event
· Duration of the event
· Anticipated number of guests
· Special needs, church assistance, media equipment, etc.
· The application is complete and the deposit has been included
FACILITY RENTAL RATES:
Rate up to 4 hours: $350.00 members/$450.00 non-members
Over 4 hours there will be a charge of $75/hour for each additional hour
CANCELLATION POLICY:  
· Refunds (except security deposit) to parties that cancel 15 days before the scheduled event.
· No refunds to parties that cancel less than 15 days before the scheduled event date.
RENTAL OPTIONS:
· Sanctuary Rental
· Fellowship Hall including kitchen
· Outside including kitchen (tents are not available)
PROCEDURE
Individuals/organizations seeking to rent the church must complete a rental agreement from the administrative office.  The rental agreement must be completed in its entirety and a check for the rental fee must be included.  Fees must be paid on or before the event date.  All organizations must show evidence of public liability insurance.  Please have a representative contact Holy Ghost Temple Church staff person for insurance verification.
Holy Ghost Temple reserves the right to bill the respective individual/organization for any cost of repair resulting from damage to the facility by any individual/organization using the facility.
For additional information, please email hgtministries2@gmail.com


HOLY GHOST TEMPLE CHURCH 
RENTAL AGREEMENT (501-c)

Organization (if applicable) ____________________________________________________________
Name _____________________________________ Contact number ________________________
Email address: ______________________________________________________________________
Address: ___________________________________________________________________________
Date and time _____________________ Duration ____________________ of guest _________
Special request:

I am the authorized person of the above event and the information in this agreement is correct according to my knowledge.  I agree to be bound by the regulations, policies and fees set forth by Holy Ghost Temple Church.  I and/or my organization shall resume sole responsibility for any damages incurred while utilizing the facility during the scheduled event and hold harmless the Holy Ghost Temple Church and congregation from any claims of liability for damages or loss of property that may result from any act or omission on mine or my organization’s part while utilizing the Holy Ghost Temple facility.
Please observe the following rules and regulations during your stay at Holy Ghost Temple Church:
1. Under no circumstance should you or any member of your party make any last-minute rearrangements to the furniture; all requests should be made in advance.  The cost of damages incurred by unauthorized persons moving the furniture will be billed to the organization.
2. It is the responsibility of your organization to empty the trash bins.  All trash should be thrown into the dumpster.  (A Holy Ghost Temple staff will be available for any assistance)
3. Rental of the facility allows you access before and after your function for set-up and clean-up. (1 hour for each – 2 hours total)
4. Advanced payment of rental fee is required.
5. Alcoholic beverages are not permitted on the premises.
6. No food is allowed in the sanctuary.
7. Holy Ghost Temple is not responsible for any items left by you or members of your organization.

Signature ______________________________________________ 	Date _________________
Pastor’s Signature _______________________________________	Date _________________

         Forms may be mailed to Holy Ghost Temple Church, 723 Enfield Street, Enfield, CT 06082
