	LHUMC  Facility Usage Request Form 

	This form must be fully completed for consideration. 

	Submitted by:  ____Staff ____ Member ____Non Member

	Event Overview: 

	Group Name: 

	Event Name: 

	Date: 

	Time: 

	Contact Person: 

	Contact Person's Phone: 

	Contact Person's Email:  

	Event Description: 

	 

	

	Room Set Up - Required for Approval
	Details

	Requesting what room? (See List Below)
	 

	Requesting LHUMC provide tables and/or chairs?
	

	Requesting LHUMC to set-up room (fee applies)?
	Please provide diagram of set-up

	How many people will be attending?
	 

	How many round 5ft tables?  
	 

	How many chairs per table? (8 maximum per table)
	 

	How many 6ft rectangular tables?
	

	How many chairs per rectangular table? (10 maximum per tables)
	

	Do you need a podium? 
	 

	
	 

	AV Expertise –  Only LHUMC Team may run our equipment.  You may bring in outside equipment at no charge if totally independent of LHUMC equipment.
	Details


	Need a microphone?  How many?  (Max. 3)
	 

	Have a PowerPoint presentation needing projector and screen?
	 

	Need a T.V. and DVD? (No charge)
	 



Questions about form:  Call Tonya Bredehoeft at 214-348-6600 or email tonya@lhumc.com 


Return request form: 
Via mail:    Mailing Address: P.O. Box 551389, Dallas, TX 75355
In person: Street Address: 9015 Plano Rd., Dallas, TX 75238 (Deposit in Facilities Request mail slot)
Security Deposit: 
A deposit equal to the Security Deposit for all rooms reserved will be due when reserving the room(s).  Security Deposits will not be deposited and will be held by the church until after the event, then returned as soon as inspection is made and facilities have been checked and found in order.  However, Security Deposits will be forfeited by the user if the room is cancelled within 30 days of the event.  
	Usage Fees as stated in Facility Use Policy

	Deposits 
	Members
	Non-members
	Cleaning Fee
	Set-up Fee
	Security Deposit

	Fellowship Hall
	$100
	$200
	$50 
	$25
	$100

	Great Hall
	$200
	$400
	$100
	$50
	$200

	Church Parlor
	$30
	$75
	$50
	$25
	$75

	Classrooms
	$25
	$50
	$25
	$25
	$50

	Kitchen
	$50
	Not available
	-0-
	-0-
	$50

	Refreshment Center
	-0-
	$50
	-0-
	-0-
	$25

	Caterers 
	
	
	
	
	$150

	Audio Visual Rental & Expertise
	$50
3hr. min.
	$75

3 hr min. 
	
	
	$50


