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Request for Building Use


Date(s) of Use:      
Submitted by:      
Date Submitted:      
Location Requested:      
Number of People:      
Reservation Time
From:      
To:      
Event Time 
From:      
To:      
Name of the Group: As it Should Appear on the Calendar
Name of Contact Person:      

Address:
     

     

Phone:
     

E-Mail:
     

Needs:
     
​​​-------------------  Please e-mail completed request to tsolic@lelc.org   -------------------
Groups can request rooms be set up different than normal by contacting the church office about set up requests at least two weeks in advance of the event. Groups can rearrange space themselves, but must return the space to the original set up at the end of their use or be charged an appropriate fee.

The group is expected to utilize the recycling containers provided for all recyclable items per the city of Madison recycling program. The custodian will empty the garbage and recycling cans after use.

Kitchen use should be indicated when reserving space through the office. Groups should clean the kitchen after use, including washing and returning any kitchen or dishtowels used. If preparing food, there must be a member present and appropriate fees will apply. A contract for liability must also be completed, signed and filed with the office prior to preparing food on site.

Fees that are charged for a group use are based the time required to return the space to the original set up at the end of the group’s use.  The rate for the custodian is $20 per hour. Groups that return the space to its original condition will not be charged the fee.


Post Use Comments

User: _________________________________________________________________________________

LELC: _______________________________________________________________________________


Front Door Key Issued: ____________

Staff Meeting Recommendation: ____________


Key Returned: ____________

Council Approval (If Needed): ____________
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