BUILDING & GROUNDS USE REQUEST – OUTSIDE AGENCIES
2634 Drake Road • Lebanon, OH 45036 • www.urbancrest.org • Office: 513-932-4405 • Fax: 513-932-4455
General Information
	Event:

	Date:
	Set-up (start & stop times):
	Event (start & stop times):
	Tear-down (start & stop times):

	Requestor:

	Email:
	Phone:

	 Location(s):
	( Worship Center     ( Gym     ( Kitchen     ( Classroom(s)    ( Sports Fields    ( Pavilion
	Group Size:

	Equipment (General Use):

Equipment (Worship Center):
	( Portable Sound System     ( TV/DVD/CD     ( Tables     ( Chairs

( Sound System    ( Lighting     ( Presentation (Projectors/Computer)      *Approved Technician Required

	Comments:

	Requestor Responsibilities
	Initials

	Provide a copy of Certificate of Insurance naming Urbancrest.
	

	Obtaining a key for accessing the room/building, and locking up at the close of the event.
	

	All set-up and clean-up (i.e. sweeping, mopping, refuse taken to the dumpster, etc).
	

	Transporting table and chair carts across the gym floor is prohibited.
	

	Kitchen supplies are for church events only; not for personal use or outside agencies.
	

	Affixing of anything to the building or grounds is prohibited.
	

	Driving on the grounds (grass areas) is prohibited.


	

	Report any damage to church property or personal injuries.
	


Contact Information
· Technical Support


Matt Kirby
   513-932-4405
mkirby@urbancrest.org
· Building & Grounds Manager

Frank Tone
   513-543-9035
ftone@urbancrest.org
· Administration


Mark Daubenmire
   513-932-4405
mdaubenmire@urbancrest.org
By signing this form, you are stating that you agree to the conditions set for you. Once you submit this form, you will be notified of the approval or denial of your request to use the Urbancrest facilities. Church ministries and activities take precedence over outside agency activities. In the event we need to cancel your event, we will give as much notice as possible.
Name ___________________________________________________________________________    Date ___________________________
	Office Use Only:
	Keys:
	Pick-up:
	Return:
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