
Second Baptist Church – Suffield, CT
     Distribution: Custodian _________

                                   100 N. Main St., Suffield, CT 06078                                      Treasurer _________      
                                                         (860)668-1661; Fax: (860)668-6126                   
                           

                                                        email: Office@SecondBaptistSuffield.org                


Building Use Application                       

Fellowship Hall and rooms of Second Baptist Church may be used on the approval of the Moderator and/or Council of Ministries in compliance with the following regulations and guidelines adopted on June 12, 1983 and revised in November 1991, July 2002, July 2004, June 2005, April 2006, March, 2009, November 2009, and September 2012 and November 2015.
Application Process

Step 1: Prior to completing this form, please call the Church office at 860-668-1661 or email the Office Manager at office@secondbaptistsuffield.org to ensure the requested date/room is available. In addition, please check the Church website at www.secondbaptistsuffield.org for a current listing of events. Click on ‘Calendar’. Please note: Organizations must be nonprofit.
Step 2: Submit completed form to the Congregation Liaison Manager for processing and approval within 30 days of the scheduled event. A Church member must act as a sponsor. If you are agreeing to be the sponsor, you may be called upon to help with logistics regarding the event. Applications are available from the Church office and at www.secondbaptistsuffield.org. Click on ‘Forms’. 
Step 3: Refer to the fee schedule at the end of this application under ‘Building Usage Fees’. The Church Moderator and the Council of Ministries reserve the right to waive or increase fees as necessary on a case by case basis.  

Step 4: Complete the following (Missing information may result in processing delays):

a. Name and description of organization: 

_______________________________________________________________________
b.  Description of activities: _________________________________________________
___________________________________________________________________________
c. Number of people in group: _________________________________________________
d. Person making request: _________________________________________________

Address: ________________________________________________________________

Telephone: ______________________________________________________________
      Email address: ___________________________________________________________
                 Church sponsor: __________________________________________________________
e. Room(s) request (Fellowship Hall, Activity Room, kitchen, classrooms, parlor, etc.) _________________________________________________________________________
f.   Church supplies needed (Tables, chairs, kitchen supplies, etc.)
_________________________________________________________________________
g.   Set-up/breakdown done by you or another party, custodian, etc. – please be specific.   ____________________________________________________________________________________________________________________________________________________
h.   Date(s) requested:_________________Between hours of __________and_________
i.    Please include any other pertinent information below to expedite this request:
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Step 5:  Approval process (For internal use) 
Room(s) to be used:_________________________________________________________________
Approved: ____________ Denied:_____________ Date: ___________________________________

_________________________________________________________________________________
Signature

If denied, give reason: 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

(Church Moderator to inform applicant of application denial.)

Comments:  

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Building Usage Fees
· To the Custodian: (For custodial services - payable to Second Baptist Church) amount to be advised.
Total fee(s) due: $__________
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