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ST. MARK’S LUTHERAN CHURCH 
BUILDING USE POLICY AND Fees 

Set by the CHURCH COUNCIL
Approved 9/15/2009

St. Mark's Lutheran Church encourages St. Mark's members and organizations that have goals and ministries consistent with the mission of this congregation to use our building and properties.  Those organizations include, but are not limited to community and non-profit organizations, social service organizations, and county sponsored community programs. St. Mark's does require a security deposit and fees for use of the facilities. These fees are used to pay for utilities, maintenance and cleaning charges for our properties.  General regulations  associated with building use and associated fees are given below.  Under no circumstance should an activity be scheduled before the church calendar has been checked and confirmed by the Office Manager. Forms for requesting use of the facilities are available on our web site www.stmarks-elca.org and in the Church Office and Narthex.
General Regulations:
· Requests for use of any building facility and grounds must be submitted to the Office Manager at least 2 weeks prior to requested use.
· By signing the building use request, the group making the request indicates that they will adhere to these regulations.

· Non-St. Mark’s groups must have a St. Marks sponsor who will attend the event and secure the building afterwards.  Sponsors will be held responsible for the conduct of the group and any damages to the building.
· Non-St. Mark's groups must provide a certificate of insurance with their room use application.
· No “for profit” organizations may use the facilities.
· Fund raising activities must be approved by the church Finance Committee at least a month before submitting a request for the use of the building.  The approved Finance Committee request form should be attached to a request for the use of the building.
· AA groups, the St. Mark's Montessori School, ESL, St. Mark’s Life Center and the Northern Virginia Chorale will retain their current building use fee agreements, insurance coverage, and schedules, but must follow these regulations.

· The Senior Pastor will approve all Narthex use, including table or bulletin board/easel displays.
· Meetings should not be held past 9:30 P.M. (with an extra hour allowed for cleanup).
· The Choir Room, Sacristy and the Church Office spaces are not available.
· Kitchen use must be approved by the Kitchen Coordinator.
· Security and key deposits will be refunded after the facility is checked and key returned.
· It is illegal to make copies of any St. Mark's key.
· Smoking is not allowed in the building. Please use the outdoor ash cans.
· Alcoholic beverages are not allowed anywhere in the buildings or on the church property.
· Table and chair setup are the responsibility of the group using the facility.  
· All tables, chairs, furniture and kitchen wares must be returned to the original setup or storage areas and the area left clean.

· Exterior doors not adjacent to the meeting area are to be kept locked after participants have arrived.
· All exterior doors must be locked, lights and appliances turned off, and kitchen trash put in the dumpster behind the kitchen.
· Leaving doors unlocked after two uses of the facility will preclude the group from using the facility in the future.
· Any breakage or other problems must be reported to the Office Manager on the next business day.
· Decorations may be attached to the Fellowship Hall walls, but transparent tape and duct tape are not to be used – please use blue painters tape. Decorations and tape must be removed at the end of the event.
· St. Mark's Kitchen Coordinator will supply usage guidelines to groups using the kitchen for the first time. Additional copies are posted in the kitchen.

· The Senior Pastor and Office Manager will decide when personnel are needed to support a specific event, monitor the building, supervise groups, and lock all doors after an event. Fees for the personnel will be assessed in hourly increments. Payment must be made ten days before the event.  
Rooms Available for Use:

· Fellowship Hall: using round tables, can seat 150; conference setup w/chairs only- 250
· Narthex: reception – 100; meeting w/ chairs only - 40
· Lounge: reception – 50; meeting w/chairs only – 40; tables & chairs - 20
· Green Room: meeting, chairs only – 40; tables and chairs - 20
· Blue Room: meeting, chairs only – 30; tables and chairs – 18
· Library: seats 10
· Office conference room – St. Mark's organizations only: seats 10 
· Education Wing classrooms:  must be returned to original setup
111/113 – weekends only during school year - meeting, chairs only – 60; tables and chairs – 35
115/117 – weekends only during school year - meeting, chairs only – 60; tables and chairs – 35
211/213 – weekends only during school year - meeting, chairs only – 60; tables and chairs – 35
214/216 – meeting, chairs only – 60; tables and chairs – 35
Usage Fees for members:
(a 50% deposit is required when the usage is approved)







    

 
a) weddings & other events 

· Sanctuary






$50.00

· Fellowship Hall Only   (does not include kitchen use)

$50.00

· Kitchen







$100.00

                    b)  Funerals 
 (includes Sanctuary, Fellowship Hall & Lounge)
 
  n/c

                    c) Green Room, Lounge– 8 hour session



             $35.00
                    d) Classrooms, Blue Room, Library





$25.00/room


 e) Church sponsored activities/meetings




 n/c

        f) Wedding Package    






$250.00

(includes Sanctuary, Fellowship Hall, Kitchen, Lounge and Blue Room)


Usage Fees for non- members:    (a 50% deposit is required when usage is approved)

       a) Weddings & other events 
· Sanctuary






$200.00

· Fellowship Hall Only   (does not include kitchen use)

$200.00

· Kitchen







$400.00

                    b)  Funerals 
 (includes Sanctuary, Fellowship Hall & Lounge)
 
 n/c

                    c) Green Room, Lounge - 8 hour session                 



$75.00

                    d) Classrooms, Blue Room, Library





$45.00/room

       e) Wedding Package   






$900.00

(includes Sanctuary, Fellowship Hall, Kitchen, Lounge and Blue Room)
Deposits (non- St. Mark's groups): 

· Fellowship Hall - refunded if room is returned in same condition as found
             $135.00
· Lounge - refunded if room is returned in same condition as found

             $75.00
· Narthex - refunded if room is returned in same condition as found
             $75.00 

· Green Room - refunded if room is returned in same condition as found
             $50.00
· Classrooms, Blue Room, Library
-                                                                             
refunded if room is returned in same condition as found

$35.00


· Key – refunded when key is returned




             $25.00
· Personnel for safety and security, hourly                                                                 $45.00          
