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Rental Policy

Facility Rentals

The Greater Barbour’s Chapel Baptist has established facility rental fees, which
includes rates for the auxiliaries of Greater Barbour’s as well as other external
usage. Other organizations, that are established solely for the purpose of
supporting Barbour’s Chapel in scholarships or other contributions, but are not
auxiliaries of the church, may also be given the auxiliary rate rental fee with a limit
of no more than two auxiliary rental fees per calendar year. These organizations
must support the church with scholarships or contributions of $ 500.00 or more per
year to continue such privileges. Other organizations, which will be specified by
the Board of Trustees, who have rotating use of other area churches, will not be
assessed a rental fee.

Greater Barbour’s Chapel also supports and encourages community involvement
and, therefore, will allow the neighborhood civic organizations to meet at our
facility at the auxiliary rate.

Non-refundable deposits and a set-up charge of $ 75.00 must be paid in full 14
days prior to the event. Facilities are guaranteed only upon receipt of deposit.
Balance of fees must be paid seven calendar days prior to event. A seven-calendar
day written notification for cancellation must be given to the facilities Manager or
Administrative Assistant [church Secretary]. A contact person must be identified
and present throughout your scheduled event. During the signing of the contract, a
security deposit will be due to protect against damages of property; this deposit
will be refunded seven days after the event to ensure that damages are covered. If
damages are discovered, the Facility Manager will inform your contact person to
discuss the problem and solution.



General Rules

The church is a sacred place and thus must be respected as such. Therefore please
observe the following at all times

No profanity is allowed at any time on the property,

No smoking is allowed inside of the building at any time,

No alcoholic beverages are allowed on the premises at any time for any reason,
Non-prescription/illegal drugs are not allowed on the premises at anytime,

Food and drink are allowed only in the kitchen/Cafeteria area; never in the sanctuary,
hallways, restrooms, or classrooms,

Men and women should dress appropriately. Individuals dressed inappropriately will
not be allowed on the premises,

No children are allowed in the hallways or classrooms during services, games and /or
activities. Child must be supervised at all times,

Only authorized person(s), the maintenance staff, are allowed to operate the mechanical
equipment, including the sound system,

No music other than gospel and classical will be allowed during scheduled events and
activities in the facility,

Decorations must be approved and removed from the building immediately after all
events,

Decorations are to be self-supporting. No tape, no tacks, no nails, no pins, no glue or
any facsimile are allowed at any time to be used on church walls, furniture or the
floors(s),

No smoke bombs or smoke related devices are allowed at anytime on the premises;

All appointments are to be scheduled through the Administrative Office during the hours
between 9 AM and 2 PM Monday through Friday.

Please include your set-up time and allow at least one hour for cleanup when scheduling
the facility. If usage extends beyond the time specified on the contract, fees will be
assed. The maintenance personnel will meet the user at the time specified on the
contract to open and close the building after an inspection has been completed...

A damage/cleanup set-up fee, along with the signature of any adult over age 21 is
required for the contract. The facility deposit is to be paid not later than 14 calendar
days after the signing the contract with a money order or cashier’s check. If payment is
not received within two weeks of the scheduled event, then the reservation will be
cancelled.

Users are responsible for any damage to furniture, equipment and /or the building and its
surrounding grounds.



e If a person wishes to cancel an event, written notification must be given in writing at
least 2 weeks in advance of a private event or 30 days in advance of a public even.
Failure to comply with these deadlines will result in forfeiture of % of the user fees paid.

e The greater Barbour’s Chapel Baptist Church is released from any liability for physical
injuries or property damage sustained by the user and their guests, as well as from
liability of loss personal equipment and /or supplies.

User Signature/Date Facility Manager Signature/Date

Chairman of Trustee Board/Date

BCBC/revised 12-20-06
BCBClrevised 05.20.08



OPERATION SCHEDULE

All formal events will be administratively scheduled by appointment and directed through the
Administrative Office.

The Hours of Operation

To secure calendar dates and schedule contract appointments
Office hours 9:00 AM —2:00 PM  Monday — Friday

Events are based upon Member and Non-Member rental. Member rentals are for active members.
Non-member rental includes family, who are members of other churches, inactive members, and
outside groups and organizations.

In scheduling member events, Active member status will be determined by the Administrative
office based on the church’s formula for active members.

Event rates are based on a 4 hour rental- FEE INCLUDES Custodial $ 75.00, Media $50.00 and
Hospitality $ 60.00, if the kitchen is used.

All renting events must end no later than 10:00 PM - Hours of operation 9:00 AM — 10:00 P.M.

If you have scheduled a wedding, your rehearsal can be scheduled the night before the event,
between the hours of 6:00 PM & 8:30 PM {the rehearsal is included in the agreement rate.]

The building will be opened thirty [30] minutes prior to the beginning of the time for rehearsal.

Funerals for members are not rented event, repast in conjunction with members are not rented
events. A repast for family members, who are not members of Barbour’s, are scheduled events
and a rental fee is required at the non-member rate.



RENTAL RATES

Location Fee Deposit
1. Sanctuary $ 400.00 $ 150.00
2. Sanctuary - F.H $600.00 $200.00
3. Foyer $ 150.00 $ 50.00
4. Fellowship Hall $500.00 $ 100.00
5. Fellowship Hall $ 400.00 $ 100.00 [No Food]
6. Rehearsal Dinner $ 150.00 $ 75.00
7. Conference RM $ 50.00
8. Classrooms $ 50.00

Ancillary items

Linens $5.00 each
Centerpieces $ 5.00 each
Mirrors $2.00 each
MEMBER RENTAL [See member rental for Active Members only]
Location Fee Deposit
1. Sanctuary $100.00 $ 75.00
2. Sanctuary — F.H $ 150.00 $ 100.00
3. Foyer $ 35.00 $ 50.00
4. Fellowship Hall $ 100.00 $ 100.00
5. Fellowship Hall $ 100.00 $ 100.00 [No Food]
6. Rehearsal Dinner $100.00 $ 75.00
7. Conference RM $ 35.00
8. Classrooms $ 35.00

Ancillary items - NOTE **

Linens $1.00 each
Centerpieces $ 1.00 each
Mirrors $ 1.00 each

Repast and member facility rentals will be charged an additional $ 75.00 Custodial fee, $50.00 Media fee
[if needed] and $ 60.00 Hospitality fee. Revised 12.30.08; 11.29.10



WEDDING POLICY

Your wedding is a sacred occasion. It will be the most meaningful to you, your family and
friends when there is careful planning. For that reason, the following statements will govern
your plans for your wedding here at Greater Barbour’s Chapel Baptist Church. We sincerely
believe these policies to be the most suitable and practical for all concerned; therefore, there are
no exceptions to these provisions. PLEASE READ CAREFULLY.

SETTING THE TIME OF YOUR WEDDING

Careful planning is necessary for ALL weddings. You will want to plan as early in advance as
possible so that the use of the church space can be arranged without conflict. The date of the
wedding is set in consultation with the Administrative Assistant, Wedding Coordinator and
Facility Manager who will clear the date with the Pastor and church calendar. At this
consultation, the wedding application for is completed and you will make arrangements for your
conference with the Pastor or Associate Minister.

It is extremely important the exact time indicated for the rehearsals and wedding be observed,
and care should be taken to have all members of the wedding party in their place at the time
indicated. Rehearsal hours will be from 6:00 p.m. — 8:30 p.m. the night immediately preceding
the wedding ceremony. If a rehearsal dinner is scheduled to be held in the Fellowship Hall, it
must conclude by 10:00 p.m.

Weddings maybe held in the Sanctuary (700) seats or in the Foyer (80 seats). If the bride wishes
to have it in a private home, she will have to check with the Administrative Assistant regarding
the availability of the Pastor.

THE WEDDING MUSIC

It is most important to keep in mind that a church wedding is a service of the church and the
music should be keeping with the reverence that is observed upon entering the House of the
Lord. The bride may discuss with a Minister of Music the music to be played. If the musicians
are from another church rather than the church musician, the Minister of Music or the Pastor
must approve it.

When there is a soloist, it will be the responsibility of the bride to see that the soloist(s) contacts
the musician. In order to help insure a beautiful wedding and also to maintain high musical
standards, final approval of any vocalists selections and all music to be played at the ceremony
will be approved by the Pastor or Minister of Music of the church. Please submit this
information two (2) weeks in advance.




If the reception is held at the church, all arrangements for live music to be played at the reception
must by the Minister of Music; however, expenses are to be paid for by the wedding couple.

PHOTOGRAPHER/VIDEOGRAPHER

When you select a photographer, it is the responsibility of the bride to instruct the photographer
about graphic shots of the wedding.

Do not stand on church furniture to take pictures. The person responsible for this wedding

(Bride) is responsible for getting this information to the appropriate persons.

FLOWERS AND DECORATIONS

Give copy to florist

In the worship centers of the church, (Sanctuary and Foyer) there exist a setting for a sacred
service that is to be dignified and beautiful. A minimum of decorations is required and this
should be carefully planned. It is the responsibility of the bride and groom to make
arrangements with a florist for decorations.

Florists and their employees must refrain from the use of irreverent language and discourteous
actions, and smoking while on premises.

Decorations must be approved and all decorating must be done between the hours of 9:00 am and
12 noon the day of the wedding.

Decorations are to be self-supporting. Under no conditions shall decorations be attached to the
pews or other furniture by pinning, gluing or nailing. All candles must be in a self holding
apparatus. (Please do not bring any drip type candles in the sanctuary.) The wedding party and
the florist will be held directly responsible for the cleaning of wax from all floor coverings and
furniture in every case. All decorations must be removed from the church immediately the
conclusion of the wedding. The church will not be responsible for items left.



CATERING

Give copy to Caterer

When using a caterer for your wedding, it is important that he/she is in compliance with the food
safety tips issued by the Texas City Department of Health and Human Services.

Per the TCDHHS, we are informing you that Sanitarians may conduct an unscheduled inspection
of the food establishment at anytime. During the inspection, they evaluate how food is handled,
stored, prepared, served, cooked and held for use. Deficiencies in the facility and pest related
violations are also checked.

If your group or auxiliary plan to use the kitchen facilities before, during or after your scheduled
meeting, please remember to schedule ample time for both the meeting and use of the kitchen
facility. The requested time for the use of the building must include the time for us and cleaning
time of the kitchen.

A kitchen checklist will be provided to survey the kitchen before and after every event in which
the kitchen is used. (See Facility Manager) A thorough cleaning is expected after every use of
the kitchen facility.

***|f the kitchen is used for a wedding rehearsal dinner or wedding reception, it is the
responsibility of the bride, groom or contact person to verify that this has been done.



PAYMENTS

It is the bride and groom’s responsibility to inform all individuals of these policies and to secure
the Pastor and church.

The bride and groom are required to sign the enclosed “Wedding Reservation Form” agreeing
that they will comply with the stated policies. Reservations for the buildings will be considered
firm when the “Wedding Reservation Form” has been completed and returned to the church
office along with a deposit.

Soloist, other than those secured by the Minister of Music, or other persons hired by the wedding
party, shall be paid directly by the bride and groom. It is understood that the church is in no way
responsible for any legal obligations that may arise from the hiring of such persons.

Administrative wedding information:
Appointments are scheduled —Saturdays 10:00 AM — 2:00 PM
Payments will be accepted by Cashier Checks, Postal Money Orders and Cash

Checks should be made payable to: Barbour’s Chapel Baptist Church



Greater Barbows’s Chapel Baptist

7420 FM 1765

Texas City, Texas 77591

REQUEST FOR WEDDING RESERVATION

Date:

Name of Bride:

Present Address:

Name of Groom:

Present Address:

New Address:

La SAGKSNI I aSYoSNI 2F DNBIGESNI

Name of Member

Phone:

Phone:

Phone:

.F Np2dXMasa / K LISt . NOdaaa

PLEASE RESERVE FOR US [CHECK ONE]

Sanctuary only Foyer only

Fellowship Hall Reception only

Time of Rehearsal Date:
Time of Wedding Date:
Minister:
Organist:

Sanctuary and Fellowship Hall

Foyer and Fellowship Hall

Hour:

Hour:

Phone:

| K dzND K

Phone:

PLEASE RETURN TO THE CHURCH OFFICE AT YOUR EARLIST CONVENIENCE AS YOUR RESERVATION

CAN BE CONFIRMED ONLY UP RECEIPT ON THE ABOVE INFORMATION

We agree to comply with the rules and regulations of the Greater Barbour’s Chapel Baptist Church regarding weddings

Bride:

Groom:

Please Return this form as soon as possible to:

Greater Barbour’s Chapel Baptist Church

7420 FM 1765 Texas City, TX. 77591e P.O. Box 2132 Texas City, TX. 77592



Greater Barbows’s Chapel Baptist

7420 FM 1765 Texas City, Texas 77591

REQUEST FORM ¢ MEDIA COVERAGE

Dates:
Rehearsal Date: Hours:
Wedding Date: Time:

Request for additional time

Pre-Hour: Post Hour:

***Media Support Time-30 minutes prior to Wedding***

Music CTrack # and Title of song

Track # Title of Song Media
LIGHTING

Overhead Chandeliers OH & Back Drop Podium only Spot light only | Podium and

Chandeliers Choir loft Spotlight

75 %
50 %
25%
Pianist Organists Soloist Recitalist
Usage of Cordless Microphones 1 2 3 4

Special Request:

Would you like for someone from the media team to contact you prior to the rehearsal date? Yes__ No___
For additional information contact Media Team Leader — Carlton Smith

***Note Wireless body Microphones are not available***



OPERATION SCHEDULE
“Active Members Only”

All events will be administratively scheduled and directed through the Administrative Office and
approved by the Facility Manager or Trustee Chairman.

Definition of Active Member: An active member is one who is in good standing with the church, meaning
regular attendance and supporting the church financially through tithes and offerings for at least the last
90 days; exceptions are illness, students in college, and other circumstances as approved by the
leadership on a review of each situation. The final decision by leadership will stand.

The hours of Operation

Office hours: 9:00 a.m. - 2:00 p. m. Monday — Friday

9:00 a. m. — 2:00 p. m. Saturday

Facility Rental Hours of Operation for Members only

Friday between the hours 10:00 a.m. and 10 p. m.
Saturday between the hours 10:00 a.m. and 10 p. m.
Sunday only after church services with the event open to all the members and guest of Greater

Barbour’s Chapel Baptist Church

Rental Rates

Fellowship Hall user fee.................... $ 100.00

Linens......ccooviiiiiniiiiiiiiiieeiens .$  5.00 per table

Hospitality..............ooiiiiiiiiinn, $ 60.00 4 hour rental

Custodial Care.............coeeviueeninannnn. § 75.00**

Media Personnel....................ccooeen. $ 50.00 (Optional)

Administrative Personnel................... $ 10.00 Per Hour (Optional)

Damage Fee ...........ooviiiiiiiinnn, $ 100.00 paid by Money order or Cashier’s check to be refunded

7 days after the inspection of property.



Caterers are to leave the kitchen area in a neat and orderly manner. **Custodial fees are for room layout
and trash removal.

** Available church centerpieces are supervised by angel ministry and also available for rental.

User Signature/Date Facility Manager Signature/Date

Chairman of Trustee Board/Date



FINANCIAL FORM FOR SPACE USAGE

Name:

Address:

City/State/Zip:

Time of Event:

FACILITIES

Sanctuary

Foyer

Classroom

Fellowship Hall
Fellowship Hall & Kitchen
Conference Room

Total

Greater Barbour’s Chapel Agreed

Tenant Agreed

Home Phone:

Work Phone:

Mobile/Beeper:

Date of Event:

Charge[s]

Date:

Date:




H.A. RATCLIFF HALL RENTAL RESERVATION

Member: Active/Non-Active

NON-Member

Event: Date: of Event:

Start time: AM End Time: AM
PM PM

Agent assigned

Security Deposit $100.00 S S

Refundable in 7 days if cleared

Rental s S
User Fee
Janitorial Fee $75.00 S S

Janitorial for a 4 hour reservation

Hospitality $60.00 $ S
Facility duty
Audio [Optional] $50.00 $ S
' NDb2dzNRA aSRAF RSLINIYSydG 2yt e
Total $ S
Deposit S _ s
Balance S S

Scheduled events should be paid 30 days prior to event. Benevolent repasts should be paid 48 hours prior to event.
Members are responsible for assisting with clean-up, (clearing tables and removing items. Please do not leave loose items on the floor and
trash inside. General clean-up, mopping, vacuuming and cleaning walls will remain the duty of Barbour’s. There is a code of conduct which will

be reviewed with members and clients and should be adhered to.

Reservation Agent: Date:

Facility Manager: Date:

Officer of the Day: Date:




