Policies dated 8/21/2006

Laguna Niguel Presbyterian Church (LNPC)
FACILITY USE POLICIES AND FEES

Instructions:

1.

2.

3.

Complete thé&acilities Request Formand submit it to the Event Coordinator or
Church Office. Include deposit, if required, pagatio “Laguna Niguel
Presbyterian Church.” Make a copy of the formyfourself if necessary.
Reserve as early as possibte avoid conflicts on the church calendar. LNPC
reserves the right to relocate or reschedule raiens based on church needs.
If approved, the Event Coordinator will contgati to go over the details.

Contacts:

Event Coordinator: Marvel Anderson (499-5192)
Church Office: Mary Ann McConahey (249-1218) Fax: 249-1599

General Rules and Regulations

1.
2.

~

©

Facilities must be reserved in advance and apprby the Event Coordinator.
Deposit: Reservation of any room within Gard Hall requiae850 deposit, which
will be refunded provided there are no damageshéies cleaned and there are
no late-lock-up fee. Reservation of Gard Halli{eit%z or entire hall) by a non-
member requires a $300 deposit.
Cancellation: Full refund of deposit provided the reservationasceled 30 days
in advance.
Unless approved by LNPC Session as a sanctidnadh event, thgroup must
provide a Certificate of Insurance ($1,000,000 mimium) with an
Endorsement naming LNPC as “additional insured.”If possible, the
certificate should specify the activity, date andaltion. Individuals need to
arrange coverage through their homeowners poficgess to the building will
be denied if proof of insurance is lackingand any deposit will not be refunded.
Reservations are good for a half day, provithedspace is available.
Fees will be paid by check
Normal lock up is 10:00 pm. Events that extbagond 10:00 pm must have the
approval of the Event Coordinator, and are suligeaen additional $50 per hour
fee.
The person making the reservation must attem@vent and is responsible for
making sure all LNPC policies are followed.
The following argrohibited:

a. Smoking on premises (inside or outside)

b. Alcoholic beverages (except champagne toasteddling receptions, if

approved in writing by Event Coordinator)

c. lllegal substances and activities

d. Confetti, rice, glitter, birdseed, etc.

e. Smoke or fog devices
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f. Open-candle flame, unless approved by Event dlpator
g. Wall decorations. Other decorations must lgoind taste and leave no
residual damage to the facility.

10. Church-sponsored events will have prioritydhesduling. LNPC reserves the
right to relocate event in the case of conflicthwahurch events.

11. Users are required to do a light cleaning efftitility after the event. This
includes picking up and disposing of trash, cleguoff tables, removing
decorations, and cleaning up kitchen (if used).

12. The kitchen can be reserved for serving sn@eké$ee), or for catered meals. The
Event Coordinator will provide a list of catereppeoved by LNPC.

13. If the Church is to provide set-up and take-ddov an event, this must be
requested through the Event Coordinator. Otherwise

a. Wipe off tables and chairs.

b. Tables and chairs in Gard Hall must be retutnestorage as found.
c. Care should be used to stack and transportschad tables

d. Only 8 chairs per stack

14. At least two adult chaperons are required ¢utlys under the age of 18. One
adult for every ten youths is required for largeups.

15. Facility must be locked up and secured by aydated agent:

a. Check kitchen area — make sure it is safe and seélirgas controls
(oven, stove top, grillare off.

b. Heat/Air off and lights are off

c. Alldoors secure (check every single downstitsance/exit)

d. Contact Event Coordinator if the designhated aageas not show up to
lock facility.

16. Additional Equipment. LNPC owns a very limitachount of audio/visual
equipment. Users should plan on bringing their @gunipment, but first check
with the Event Coordinator.
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Gard Hall — Located on the ground floor of McCullen Centéan be partitioned with
movable floor-to-ceiling partitions into one, twotbree rooms (see diagram).
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Gard Hall measures 58 feet by 86 feet. One-hadfsmees 58 feet by 44 feet, and one-
quarter measures 28 feet by 42 feet. The folloviimngiture is available: eight

rectangular tables (30" x 96”), 36 round tables’ @&meter) and 306 stackable ballroom

chairs. The 66" round table can seat 8 very cotalfidy — 10 in a pinchThe kitchen
has its own service entrance and has a large pemsgh counter top to Gard Hall.

Both theLibrary and Conference room are upstairs. The Library measures 19 feet by
23 feet, and the Conference Room measures 19deates Both are configured with one

large conference table and chairs.
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Room Fees (Half-Day Rates)

Maximum Number Rental Fees
of People Member-
(Approximate) Sponsored Non-Member
Set Up/ Set Up/
Take Take
Room Audi- | Church Down Down (If
Room Size Banquet |torium | Event Fee | (Note 3) Fee Req'd)
Gard Hall 400
(Entire 58'X | (50 66" round No $250 $500
Room) 86' tables) 700 | Charge | (Note 2) $100 (Note 2) $100
Gard Hall A 58' x 232 No $150 $300
(1/2) 44 (29 tables) 350 | Charge | (Note 2) $75 (Note 2) $75
Gard Hall B 29'x 30 No $75 $150
or C (1/4) 42' (10 tables) 150 | Charge | (Note 2) $50 (Note 2) $50
19' x No
Library 23' 24 N/A | Charge | $30 N/A $100 N/A
Conference 19" x No
Room 19' 18 N/A | Charge | $30 N/A $100 N/A
Kitchen Use No $30 - $50 -
(see note 1) Charge | $100 N/A $150 N/A
Sanctuary No No $500 +
(see note 5) Charge |Charge|No Charge | Extras $75
Equipment
TBD
Notes:

1. Events can be catered, but the caterer mugtfreeed by the Event Coordinator.
2. A $300 deposit is required for non-members semnee Gard Hall or one-half of
Gard Hall. A $50 deposit is required for all otheservations.

Set-up and take-down service is optional.

Events that go beyond 10:00 pm will incur anitaitkl fee of $50 per hour.

The sanctuary is available only for events aypgadoy the Pastor.

The Event Coordinator may require a paid as#ista large, drawn-out events, in
which an additional fee may be required.
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