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Your Name:          Phone:      
Today’s date:      


Email:       

Event Name:         Ministry/Organization: 

Additional Information:      



Location      
Start Date:
     
Start Time:
 
Setup Time:
     
End Date:
     
End Time:
     
Cleanup Time:
     
One time or ongoing event?
 FORMDROPDOWN 

If ongoing, give info:       
Estimated Attendance:       

Room(s) Requested
Main Building
 Fellowship Hall
   Preschool
 FORMCHECKBOX 
 Auditorium
 FORMCHECKBOX 
 Lower Level
 FORMCHECKBOX 
 Red Circle
 FORMCHECKBOX 
 A101 (AD1)
      FORMCHECKBOX 
 Kitchen also?
 FORMCHECKBOX 
 Orange Extension  
 FORMCHECKBOX 
 A102 (AD4)
 FORMCHECKBOX 
 Upper Level
 FORMCHECKBOX 
 Violet Road
 FORMCHECKBOX 
 A103 (AD3)
     FORMCHECKBOX 
 201 area
 FORMCHECKBOX 
 Play Room
 FORMCHECKBOX 
 A104
     FORMCHECKBOX 
 202 area
 FORMCHECKBOX 
 Indigo Lane
 FORMCHECKBOX 
 A105 (AD6)
     FORMCHECKBOX 
 203 area
 FORMCHECKBOX 
 Orange Terrace
 FORMCHECKBOX 
 A106 (AD2)
     FORMCHECKBOX 
 204 area
 FORMCHECKBOX 
 Yellow Place
 FORMCHECKBOX 
 A107
     FORMCHECKBOX 
 205 area
 FORMCHECKBOX 
 Green Street
 FORMCHECKBOX 
 A108
     FORMCHECKBOX 
 206 area
 FORMCHECKBOX 
 Blue Boulevard
 FORMCHECKBOX 
 A109 (AD5)
     FORMCHECKBOX 
 207 area
 FORMCHECKBOX 
 Preschool Worship Room


 FORMCHECKBOX 
 OC202 (Conf Rm)
 FORMCHECKBOX 
 East Lobby

 FORMCHECKBOX 
 Choir Room

Church building key needed?  FORMDROPDOWN 

If “Yes”, obtain key during church office hours.

Resources Requested
 FORMCHECKBOX 
 Audio
 FORMCHECKBOX 
 8’ rectangle tables
   
Quantity



 FORMCHECKBOX 
 Video 
 FORMCHECKBOX 
 72” round tables
   
Quantity
 

 FORMCHECKBOX 
 Lighting
 FORMCHECKBOX 
 Tablecloths
   
Quantity
 FORMCHECKBOX 
 Projector
 FORMCHECKBOX 
 Chairs
   
Quantity
 FORMCHECKBOX 
 Power point
Are these loaners for a non-church event?   FORMDROPDOWN 

 FORMCHECKBOX 
 Computer
 FORMCHECKBOX 
 Church provided childcare

Plates:
 FORMCHECKBOX 
 Dinner
 FORMCHECKBOX 
 Dessert    Quantities for these items are based upon estimated attendance
Bowls:
 FORMCHECKBOX 
 Salad
 FORMCHECKBOX 
 Small


Cups:
 FORMCHECKBOX 
 Large
 FORMCHECKBOX 
 Small

 FORMCHECKBOX 
 Forks    FORMCHECKBOX 
 Spoons   FORMCHECKBOX 
 Knives  FORMCHECKBOX 
 Napkins   FORMCHECKBOX 
 Salt   FORMCHECKBOX 
 Pepper   FORMCHECKBOX 
 Creamer   FORMCHECKBOX 
 Sugar

Setup Requested
 FORMCHECKBOX 
 Leave room(s) as is



 FORMCHECKBOX 
 Request staff assistance with setup

Instructions for staff assisted setup:      
Vehicles Requested
 FORMCHECKBOX 
 Church Bus



 FORMCHECKBOX 
 Church People Mover

 FORMCHECKBOX 
 Rented Vehicle(s)        Name of rental company
 FORMDROPDOWN 
 Pike Pass needed? Only allowed for church vehicle!
 FORMDROPDOWN 
 Gas card needed?
Note: Church Vehicle Driver form must be completed- available with Church Office.

Church Provided Promotion Requested- all content must be provided to the office in written form as you want it to appear.
 FORMCHECKBOX 
 Church Bulletin



 FORMCHECKBOX 
 Power Point Announcements

 FORMCHECKBOX 
 Sunday School Announcements

Additional notes or instructions

     

Staff approved   FORMDROPDOWN 
   If “no”, reason:      
Staff approved date       
Riverview Baptist Church

What You Need to Know for Your Activity

1. RESERVE CHURCH FACILITIES- Complete the “Activity Request” form and turn it back into the church office at least 3 weeks before your activity. Staff must first approve all activity requests before further plans for promotion, childcare, etc… are made. Staff meets every Tuesday to review Activity Requests. If a Request is turned in after Tuesday, it will be reviewed the following Tuesday. It’s “first come, first served”-  if someone else turned into the office a completed “Activity Request” form before you, that activity has first chance at the calendar. We’ll notify you upon approval. NOTE: we may request that the activity be postponed or other church facilities used if there arises a conflict with major church activities, especially funerals.

2. ACCESS TO FACILITIES DURING NON-CHURCH HOURS- you’ll need a key. If using the Fellowship Hall, you’ll also need a security code to de-activate the alarm system. The church secretary can provide you with the keys and codes you need.

3. DATES TO AVOID- Please do not schedule an activity on these dates: Easter and the week preceding; July 4th and the weekend preceding; Thanksgiving Day; the 1st and 2nd weeks of December; Christmas Eve and Christmas Day; New Years Eve/New Years Day. 

4. SCHEDULING FELLOWSHIP HALL ON SUNDAYS- due to the high usage of the Fellowship Hall by church ministries, activities not directly related to a church ministry will NOT be allowed to be scheduled on Sunday afternoons. Examples include: wedding/baby showers, anniversary parties/dinners, family reunions.

5. COSTS FOR FACILITY USAGE- for church members, facility usage is at no cost, except where paid personnel are needed. There are costs involved for non-church members detailed in the “Fees for Use of Facilities” document. 

6. SETUP- Indicate what you need help with on the “Activity Request” form and our maintenance crew will do that by the date and time you indicate. If you indicate you’ll do your own setup, our maintenance crew will be glad to advise as needed.

a. If you need to leave things like food and other supplies the day before, please be sure the items are clearly labeled with something like, “to be used on (date), by (organization).”

7. CLEANUP- We’re counting on you to leave the area the way you found it. Facilities should be cleaned and reset right after your event ends, unless you also reserve the facilities on the “Activity Request” form for cleanup on the next day. Facilities must be in order by Sunday morning at the latest!

a. If you want to leave left over stuff for the church, it’s up to the discretion of our kitchen and maintenance crew to throw away items that are not used.

b. Shake out debris from any dishtowels and tablecloths used and return to the church office.

c. For non church members- we may require a $75 refundable cleanup deposit. 

8. BEHAVIOR- there will be no secular dancing, alcohol, tobacco, illegal drugs, indecent, obscene or occult materials or activities on church premises. If discovered, the activity will be cancelled immediately. Staff has the right to review planned activities and make recommendations as needed.

9. MOVING STUFF AROUND- Please don’t move major church equipment such as stage, musical instruments, pews, choir chairs and sections of seating unless you get permission from church ministerial staff.

10. PARKING- vehicles are allowed to park only on our parking lots, unless staff permission is granted.

11. LIABILITY- You’re responsible for any damage done as a result of careless activity. We assume you’ll have adequate supervision during the activity. The church will not be held liable for accidents or damage occurred during the activity to either persons or property. 

a. Non-church members- we require Certificate of Insurance showing Riverview Baptist Church as additional insured and at least $1million limit of liability and $5,000 limit of medical payments coverage.

12. NEED CHILDCARE?- Indicate a “Yes” on the “Activity Request” form. We’ll provide you with some guidelines regarding childcare and assist you with this.

13. TABLECLOTHS- can be rented for $1 per tablecloth and picked up at the church office during regular office hours. Please shake debris out and return the tablecloths to the church office after use.

14. WEDDINGS- Proof of premarital counseling must be provided to use the church’s facilities.
 SEQ CHAPTER \h \r 1Riverview Baptist Church

Hold Harmless Agreement for Use of Facilities 

THIS AGREEMENT, made on _________________________ between Riverview Baptist Church and Activity Requestor. 
WITNESS:
The Activity Requestor desires to use the facilities of Riverview Baptist Church, located at 13201 South Memorial, Bixby, Oklahoma, 74008, for their sole benefit and enjoyment, and

Riverview Baptist Church desires and wishes to make available to the Activity Requestor, its members, guests and invitees the above mentioned premises.

THEREFORE, in consideration of the agreements herein contained, it is mutually agreed that the above-mentioned premises shall be used and maintained by the Activity Requestor, its members, guests, and invitees subject to the following terms and conditions:

1. 
The Activity Requestor will use the premises for the purpose of  

__________________________________________________ and no other purpose.

2. 
The Activity Requestor will use the premises for the above purpose from (include date/time) 

_________________________ through _________________________.

3. 
The Activity Requestor agrees that while they use the premises, they will be responsible for any damage to the premises, its furnishings, fixtures or other equipment resulting from use by Activity Requestor.

4. 
The Activity Requestor agrees to save harmless Riverview Baptist Church from any liability for injury to persons or property arising from any cause whatever during the use of the premises by the Activity Requestor, or as a result of such use and further agrees to defend any suit brought against Riverview Baptist Church as a result of or alleging such liability.
5.         The Activity Requestor will provide Riverview Baptist Church with a Certificate of Insurance showing Riverview Baptist Church as additional insured and at least $1million limit of liability and $5,000 limit of medical payments coverage.
_____________________________________________    ________________

Activity Requestor Signature
Date

_____________________________________________

Activity Requestor Printed Name

 SEQ CHAPTER \h \r 1Riverview Baptist Church

Fees for Use of Facilities and/or Personnel

At least half of total fees due at time of signature,

 with remainder due within two weeks of the activity.

FACILITY COSTS- pending facilities availability. Active church members receive 100% discount for facility usage, but do not receive discounts for Personnel usage.

NOTE: facilities are not available on most major holidays! See church secretary for details. 

	
	#Qty
	#Hrs
	Rate
	Total

	Auditorium
	
	
	@$70.00/hr
	$

	Fellowship Hall
	
	
	@$35.00/hr
	$

	Rooms
	
	
	@$8.00/hr
	$

	Paper Goods
	
	
	@$.15/person
	$

	TOTAL
	$

	DISCOUNT
	$

	TOTAL FACILITIES COST
	$


PERSONNEL COSTS- pending availability. Hourly fees are by the whole hour, rounded up with a two hour minimum required. Childcare requires a minimum 2 workers per room.

	
	#Qty
	#Hrs
	Rate
	Total

	Minister
	
	NA
	@$100.00
	$

	Pianist
	
	NA
	@$100.00
	$

	Organist
	
	NA
	@$100.00
	$

	Sound & Video
	
	5hrs
	@$125.00
	$

	Janitor: Sanctuary 
	
	NA
	$75.00
	$

	              Fellowship Hall
	
	NA
	$50.00
	$

	Childcare Worker
	
	
	@$8.00/hr
	$

	Other Labor
	
	
	@$15.00/hr
	$

	TOTAL PERSONNEL COSTS
	$

	TOTAL FACILITIES & PERSONNEL COSTS
	$


_____________________________________________    ________________

Activity Requestor Signature
Date

_____________________________________________

Activity Requestor Printed Name

Riverview Baptist Church

Fees for Use of Facilities and/or Personnel for Weddings

1/2 of total fees due at time of signature & remainder due within 2 weeks of activity
FACILITY COSTS- pending facilities availability. Active church members receive 100% discount for facility usage, but do not receive discounts for Personnel usage.

NOTE: facilities are not available on most major holidays! See church secretary for details. 

Package #1 =  $700.00

· Includes up to 8 hours total usage of Church Auditorium, Fellowship Hall and Dressing Rooms for wedding rehearsal, setup, ceremony, and reception.

Package #2 =  $560.00

· Includes up to 8 hours total usage of Church Auditorium and Dressing Rooms for wedding rehearsal, setup, and ceremony.

	PACKAGE COST
	$

	DISCOUNT
	$

	TOTAL FACILITIES COST
	$


PERSONNEL COSTS- pending availability. Hourly fees are by the whole hour, rounded up with a two hour minimum required. Childcare requires a minimum 2 workers per room.

	
	#Qty
	#Hrs
	Rate
	Total

	Coordinator- REQUIRED
	
	NA
	$200.00
	$

	Minister
	
	NA
	$100.00
	$

	Premarital Counseling
	
	NA
	$150.00
	$

	Pianist
	
	NA
	$100.00
	$

	Organist
	
	NA
	$100.00
	$

	Sound & Video
	
	5hrs
	$125.00
	$

	Janitor: Sanctuary 
	
	NA
	$75.00
	$

	              Fellowship Hall
	
	NA
	$50.00
	$

	Childcare Worker
	
	
	$8.00/hr
	$

	Other Labor
	
	
	$15.00/hr
	$

	TOTAL PERSONNEL COSTS
	$

	TOTAL FACILITIES & PERSONNEL COSTS
	$


_____________________________________________    ________________

Activity Requestor Signature
Date

_____________________________________________

Activity Requestor Printed Name

Getting Your Church-Related Activity Promoted 

in the Bulletin and Announcements

Once your activity is on the church calendar, Shawn Sloan can help you get that activity published in the bulletin and on the morning announcement slides. 

If you’ve already indicated on the Activity Request form to put it in the bulletin and announcement slides, no problem, Shawn will take care of that and follow up with you.

However, if you maybe forgot to indicate you needed your activity promoted or if it’s something else that you want announced, just contact Shawn. BUT she’ll have to bring that request to our staff meeting for review and approval. So, you need to get that request in by Monday at the latest.

Getting the Word Out When You Need Folks to Sign up for Stuff

1. Completed an Activity Request form. The sooner it's completed, the sooner that activity is approved and advertising will begin. That form also contains info on how to advertise the event and you need to indicate exactly how you want it advertised (bulletin, newsletter, website, etc..) and when to start the advertising. 

2. Give RBC membership adequate time to think it over and respond.  Usually at least 1 month notice.

3. In advertising, let people know basically:

A. What the event/activity is

B. What dates and times it will be

C. What the cost is

D. Who to contact to get more info

E. Where to sign up at

4. If a sign-up is needed, then you need to have a table setup in the church. a good place is outside the choir room or in the front foyer or both. The table needs to contain the signup, but also any flyers, handouts, etc…, that tell more about the activity/event and a sign/poster that marks your table. 

5. Let the front office help you with designing any kind of flyers, bulletin insert, website. Contact Shawn Sloan at shawn.sloan@riverview-church.org
Calendar Request








