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Information



General Information
Church facilities are primarily available for ministry purposes for those who are members/regular 
attendees of Cedar Grove Community Church. Ministry purposes include life group gatherings, church 
classes, outreach events, and ministry planning meetings.

Facility use must be requested no more than six months in advance and no less than two weeks in 
advance in order for staff to have time to review requests and make proper accommodations.

It is the expectation that those requesting use of the facility for any purpose are responsible for the set 
up, clean up, and resetting of the area(s) used.

Requesting Space at cedar grove
•	 Fill out our Event Request Form online HERE.

	- This form will be submitted to the pastoral staff for approval the Tuesday following the request 
submission. 

	- Our Facility Coordinator will be in touch with next steps and the rental agreement.
•	 Fees for use of the facilities are shown on the Fee Schedule.  Fees cover normal wear and tear, 

depreciation, replacement costs, utilities, and basic upkeep.
•	 Fees for custodial services include sanitizing, vacuuming, and bathroom restocking & cleaning.  
•	 Renters are expected to leave the space in the same condition in which they found it.
•	 Facility use and other fees will be provided to the renter via an invoice. Final payment (when 

applicable) will be due 5 business days prior to your event date.

Set-up and Clean-up
Please include time for set-up and clean-up in the requested time. Other individuals/groups may be using 
the same space prior to or after your event and should not be interrupted due to anyone in your group 
arriving early or staying late. 

After use of any room or area of the building or grounds, it is the responsibility of the group to make sure 
that the rooms or areas are left in good condition:

•	 All items brought in by the group must be removed. 
•	 Tables, chairs and other furniture should be replaced in location they were originally found. It 

is recommended that digital photos be taken prior to set-up of an event in order to make this 
process easier. 

•	 Trash to be picked up and trash cans are to be emptied into the appropriate dumpster.
•	 Doors and windows are to be closed.
•	 Heat /Air conditioning turned off if turned on for the event. 
•	 Turn off all lights.  
•	 If kitchen is used leave it clean and in neat order. Any dishes and utensils that were used must be 

washed and dried then put back in the cupboard/drawer where they were found. 

Guidelines for clean-up specific to each room/area are listed in separate documents.  It is the 
responsibility of the facility user to review and follow these guidelines. If guidelines are not followed 
satisfactorily (as assessed by church staff) the $100 damage deposit will be kept and the user will be 
charged for any additional custodial fees that are incurred over the deposit amount.
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TABLES AND CHAIRS
Tables and chairs are available for use at no additional fee when renting Cedar Grove Facilities. We 
generally have the following items available for use:

•	 8’ Tables
•	 6’ Tables
•	 4’ Tables
•	 Seminar / Serving Tables 
•	 60” Round Tables - 20
•	 Metal Folding Chairs

Key Policy
Cedar Grove facility access must be arranged in advance of church use through Facility Coordonator. If 
it is determined that you will require a key to access the rented space a time to pick up the key will be 
provided to you by the Facility Coordinator. Keys must be returned to the Facility Coordinator within 5 
days of the event. Under no circumstances shall persons using the church make duplicates of any keys to 
the facility or let others not associated with their event use the keys.

HOUSE RULES
•	 The renters are responsible for and assume liability for any personal injuries, personal property 

damage or breakage to the facility and/or equipment including carpets, furniture, and buildings.
•	 Children must be supervised at all times.
•	 All events and outdoor music must end by 9:00pm in respect for our neighbors. Buildings must be 

empty and outside vendors must be offsite by 10:00pm.
•	 Stage decorations in the auditorium may not be moved, but may be covered with pipe & drape at 

the renter’s expense. The coordinator has more details if you want to explore this option.
•	 Decorations: No holes in walls. No adhesives on walls or furniture.
•	 Candles must be LED.
•	 No alcohol or smoking is allowed on church property.
•	 All specifics of any rental delivery and pickup must be coordinated with the Facility Coordinator.
•	 All other questions should be discussed with the Facility Coordinator.

Event Coordinator
For events over 100 people or events that are open to the public an event coordinator may be required.  
The coordinator will come alongside the event planners to ensure all elements to be included are talked 
through and facility needs for the event are met. The coordinator must be involved in and give approval 
for final event plans. The coordinator is responsible for the scheduling for audio/visual, custodial, and 
other facilities related personnel. 

The Event Coordinator will also offer the use of online event planning tools including vendor 
management, timeline development, guest list management, and layout and seating arrangements.. 

The coordinator will be on-site for the duration of the event and will be a resource for any facility related 
needs throughout the event.
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Audio/Visual Equipment
The audio-visual equipment in the auditorium sound booth area may be operated, connected or 
disconnected only by Cedar Grove sound/production and video technicians or by those approved by 
Cedar Grove. An Audio & Production Technician fee will be required if your event requires use of the 
sound or lighting equipment. A Video Technician fee will be required if presenting a slideshow or video, or 
if you would like your event livestreamed and/or recorded.

The audio-visual equipment in the multi-purpose building may be used by renters if the renters have 
been trained for its use. Please schedule a brief training with the Facility Coordinator if your event 
requires use of the multi-purpose sound or video equipment. An Audio & Production Technician fee may 
be required if your event requires more than simple microphone and slide needs.

An outdoor sound system is available for use for outdoor events. Set up and clean up of this equipment 
must be done by Cedar Grove sound/production and video technicians or by those approved by Cedar 
Grove at the standard Outdoor Sound System Use fee. An Audio & Production Technician fee may be 
required if your event requires more than simple microphone or music needs.

Audio/visual technician fees will be determined based on event needs, day/time of the event, and 
complexity of execution. Any intended use of audio/visual equipment should be indicated on the initial 
Event Request Form.

KITCHEN AND REFRIGERATOR
Food may only be stored in the kitchen before an event with prior approval of Cedar Grove and must be 
clearly marked. After the event, all event food must be removed from the kitchen. All existing contents of 
the refrigerator and food storage areas are for Cedar Grove use only.

Coffee pots may be used for coffee service but must be washed and put away at the end of the event. 
Renters must bring their own coffee making and service supplies. All existing coffee grounds, cups, lids, 
creamers, sweeteners, etc. are for Cedar Grove use only. 

Before leaving, clean all appliances used & counter tops, mop up any spills, and sweep the floor. All 
appliances must be checked to ensure they have been completely turned off prior to leaving. Any dishes 
and utensils that were used must be washed and dried then put back in the cupboard/drawer where they 
were found.
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Cedar Grove Community Church 
Facility and Service fees
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Church Members Requesting Space For Ministry Purposes

Facility Use

Church Members Requesting Space For Non-Ministry Purposes

Facility Use (less than 30 people and facility use for less than 3 hours)
Facility Use (more than 30 people and facility use for more than 3 hours 
including set up and clean up)
Custodian (Over 30 people, food is being served, or outside of normal custodial 
schedule)
Audio & Production Technician (required if using auditorium sound system)
Video Technician (required if presenting a slideshow or video, wanting your 
event livestreamed and/or recorded)
Outdoor Sound System Use 

Private or Non-Profit Groups Requesting Event Space

Facility Use

Event/Facility Coordinator
Custodian
Audio & Production Technician (required if using auditorium sound system)
Video Technician (required if presenting a slideshow or video, wanting your 
event livestreamed and/or recorded)

Outdoor Sound System Use (optional)

$0

$0
$100-$300 

$100 

$150-$500
$150-$300 

$200

$500-$1,000

$100-$300
$100-$300
$150-$500
$150-$300 

$200

Fees will be determined by chruch staff upon review of the Event Request Form and will be based 
on event needs, day/time of the event, staff availability, and area(s) of the facility used. Fees will be 
discussed and agreed upon with potential renters before confirmation of facility use.

The Cedar Grove Facility Coordinator will provide an invoice listing the total agreed-upon fees prior to 
the event. Please make check payable to Cedar Grove Community Church (due 5 business days prior to 
the event). Please give your payment to the Facility Coordinator. We are sorry, Cedar Grove Community 
Church cannot accept credit cards. 



Cedar Grove Facility Use Contract
To be completed prior to use of facilities.

A final version will be emailed to you for your records with all signatures complete.

Use Date(s) ___________________________    Hours of Use_______________________________

Name of Organization ______________________________________________________________

Mailing Address       Street __________________________________________________________

		             City __________________State _______ Zip Code ______________

Day Time Phone # ________________________    Alternate Phone # ________________________

Building(s)/Room(s) to be used _______________________________________________________

Does the individual/organization agree to follow the procedures and requirements as stated in the Facility 

Use Packet?  Yes ____ No ____

Name of person from organization who will be responsible for the use of the facilities during event?

Name ____________________________________________ Phone# _______________________ 

E-mail __________________________________________

Church personnel who can be contacted in case of emergency:
Sarah Alessi, Facility Coordinator  720-495-7758

The Renter agrees to the following conditions for facility use: 

1.	 The User of Cedar Grove facilities releases Cedar Grove and holds Cedar Grove harmless from any 
loss, damage, injury or liability to persons or property arising from use of the Cedar Grove facilities by 
the User or his/her guests. 

2.	 The User shall reimburse the Church for any damage to Church property arising from his/her use of 
the property. The User must report such damage immediately to the church office.

3.	 No smoking is permitted within any of the buildings. No alcoholic beverages or ‘recreational drugs’ 
will be permitted anywhere on the property, including parking areas.

4.	 Facility user shall be responsible for all costs associated with Police Department responses for loud 
and/or unruly behavior.

5.	 Decorating may not be done in a manner that may deface surfaces or obstruct exits. All decorating 
material shall be removed at the conclusion of the meeting or event. All flammable decorating 
materials shall be fireproofed.

6.	 All facilities use fees are due 5 business days before the reservation. A separate invoice will be sent 
with the final amount due.

7.	 The Church reserves the right, with proper notification, to change room assignment if necessary to 
accommodate Church needs. 



8.	 The user understands that the Church reserves the right to cancel its permission to use the facilities 
upon reasonable notice and refund all usage fees, should the Church determine that the facilities are 
needed for Church use. In case of the user’s failure to observe the requirements of this agreement, 
permission of use can be cancelled without notice.

9.	 The user is responsible for verifying condition of facilities prior to their use, for securing a key from 
the Church Office when necessary, and for returning the key to the office upon termination of the 
contract. The user will not access the facility outside of the hours described in the reservation. Keys 
shall not be duplicated.

10.	Reservation time frame shall include all set up and preparation as well as tear-down and clean-up.

11.	User shall exercise reasonable care in protecting the facility and its contents from damage. All tables, 
chairs, books, and other property shall remain in their respective rooms. Thermostats shall not be 
tampered with.

12.	The User shall prior to vacating the facility:
•	 Remove all items brought in by the group.
•	 Tables, chairs and other furniture should be replaced in location they were originally found. It 

is recommended that digital photos be taken prior to set-up of an event in order to make this 
process easier. 

•	 Trash to be picked up and trash cans are to be emptied into the appropriate dumpster.
•	 Doors and windows are to be closed.
•	 Heat /Air conditioning turned off if turned on for the event. 

•	 Turn off all lights.  
•	 If kitchen is used leave it clean and in neat order. Any dishes and utensils that were used must be 

washed and dried then put back in the cupboard/drawer/shelf where they were found. 

Signature of renter: __________________________________                       Date:______________

Printed Name of renter: _______________________________

Signature of Cedar Grove Representative: _________________________     Date:______________

Printed Name of Cedar Grove Representative: _________________________________


