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Otterbein United Brethren Church 

146 Leitersburg, St., Greencastle, PA  17225 

    

 BUILDING USE REQUEST FORM    

 *  Interested in using the church facilities?  Let’s keep it as simple as possible…           

1. READ (and keep) the BUILDING USE and SCHEDULING policies.  

2. RETURN the REQUEST FORM (page 3) with any required rental money. 

3. RECEIVE a verbal confirmation of your reservation. 

 

 

BUILDING USE  

  

RESPONSIBILITY Enforcement of all usage policies is the responsibility of the person or group who is requesting use 

of the building.  Failure to comply with any policy may result in future use being denied.  If a member of Otterbein church 

is not present as part of the group using the building, the Property Commission will provide a person.  This person will 

assist with building usage, trash, clean up, etc. and must be given an honorarium as noted in the Rental Rates.  

  

DAMAGES Any group using the building will be responsible for any building damage or missing articles.  These must be 

promptly reported to the Property Commission.  

  

DECORATIONS We recognize that decorations are often desired but ask that common sense be used.  Do not use nails, 

screws, etc to fasten items to the floor, walls, or ceiling.  Appropriate easy-release tape, drop-ceiling hangers, etc. are 

acceptable.  Decorations not complying with fire code laws of Pennsylvania are not permissible. Remove all decorations 

that you used.  Any damage will be the renter’s responsibility.  

  

SUPPLIES Kitchen supplies are to be used only for church sponsored activities.  Examples include: Sunday school 

classes, WMF, Funerals, Mission Conference.   

  

All other groups using the kitchen must supply their own consumable products.  These groups include:  

Church members using the kitchen for personal use 

Any fundraisers that use the church kitchen and non-church groups 

 

Limited sports equipment is available (basketball, volleyball, rubber balls); however non-church groups must furnish their 

own sports equipment.  Items from the craft closet are not to be used by any group using the building.  

  

FOOD  Food and drink are not permitted on the upper level of the church building.  Please be respectful of God’s house. 

Kitchen rules (posted on the kitchen door) must be strictly obeyed.  Keep in mind that other groups are also using the 

kitchen.  So please clear and clean up after yourself.  

  

CLEAN-UP Any group using any part of the church building must clean-up after the event is finished!  This includes 

returning tables, chairs, toys and equipment to its proper location. If, following usage, extra janitor hours or repairs are 

needed, a fee for that service will be forwarded to you. 

  

ACCIDENTS Otterbein U.B. church is not responsible for accidents or injury incurred on the church premises.  

Nevertheless, any accident or injury must be reported to the Property Commission within 24 hours.  
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CONDUCT  No alcohol, firearms, illegal drugs, profanity, or disorderly conduct will be permitted in the building or on 

the property.  Smoking or social dancing is not permitted in the building.  We insist that modest dress be worn by everyone 

using the building.  Violators will be required to leave.  

  

CHILDREN  We insist that no child is left unattended.  A parent or responsible adult must monitor the safety and 

behavior of all children at all times.  

  

FUNDRAISING  The church building may not be used for personal profit.  Any fundraising events not related to church 

ministry must be approved by the Property Commission.  Gambling, gaming, lotteries, raffles, etc. will not be allowed.  

  

SCHEDULING  

1. All individuals and groups who wish to use the building must submit a BUILDING REQUEST FORM to Carol 

Schwalm (address is on the form).  This is necessary to coordinate building usage and ensure that event schedules do not 

conflict.  These will be honored on a first come – first served basis.  Scheduling for non-Otterbein groups will not be 

allowed more than six months prior to the desired date (or one year for a wedding).  Reservations cannot be made over the 

phone.  

  

2. Activities may not be scheduled in one part of the building while regularly scheduled church services are taking 

place, even if it is in a different part of the building (Sunday worship services, Wednesday night, Missions Conference, 

V.B.S.. etc.).  

  

3. The Multi-purpose Room will not be scheduled for fundraising events or organized sports leagues on Sunday.  

  

4. The Property Commission reserves the right to cancel any scheduled activity if the building is needed for a 

funeral or funeral meal. The Commission also reserves the right to make the final decision on any request for building use 

and to make any additional stipulations they feel necessary.  

  

RENTAL RATES  

There is no charge for using the building for groups that are part of the O.U.B. ministry (youth groups, preschool, Sunday 

school classes, choirs, funerals and wedding of member or regular attenders, etc.)  Members and regular attenders who use 

the building for personal events are requested to make a donation for its use.  This does not include kitchen supplies.  

Please give all payments to Building Use Coordinator, Carol Schwalm, so that a record of the payment is noted.  Checks 

should be made out to O.U.B.  

  

Rates for all other persons or groups:  

SANCTUARY - $350.00  

MULTI-PURPOSE ROOM - $250.00/ first 2 hours, $50.00/ each additional hour  

           $400.00/ daily maximum or 24 hour period  

KITCHEN - $100.00 (our regulations allow carry-in and warming only… If meal preparation is desired, 

arrangement must be made with Kitchen Coordinator. 

LARGE CLASSROOM and (old) KITCHEN - - $100.00  

SANCTUARY + MULTIPURPOSE - $750 

SANCTUARY + MULTIPURPOSE + KITCHEN - $850 

  

HONORARIUMS   - use of supplied sound desk technician (sanctuary or multipurpose room) - $150.00  

- use of supplied organist, pianist, or musician - $150.00  

- use of person from Property Commission to assist with building use, cleanup, supplies, etc - 

$150.00  

*Honorariums should be paid to the individuals personally and NOT paid to the church. 

*Building rental fees should be paid to Otterbein United Brethren Church and given to Carol 

Schwalm.  
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 Facility Request Form      

              Otterbein U. B. Church        

    146 Leitersburg Street        

    Greencastle, PA 17225        

    717-597-8525           

Event and Contact Information  

Name:    __________________________        Phone:  _____________________  

Address:  _________________________________________________________  

Organization:    ___________________________________________________   

Event Description:   ___________________________________________________  

Date of Event:   ___________________   

Arrival Time:   _______________        Departure Time:  _______________   

One-Time Event?   ____ Yes  -or-   ____ No (If “No”, attach schedule)  

Reservation Details  

Please indicate which areas you wish to reserve (Refer to Rental Rates)  

  Room         Rate     Fee    

_____ Sanctuary   $350 $_________  

_____ Multi-Purpose Room – hourly 

_____  Multi-Purpose Room  

$250/2hrs+$50/hr  

$400 (24 hr) (max) 

$_________  

$_________ 

_____ Large Classroom & (old) Kitchen 

  

$100   $_________  

_____  Kitchen         $100     $_________  

_____ Sanctuary & Multipurpose Room  $750     $_________  

_____  Sanctuary, Multipurpose & Kitchen  

  

$850 $_________  

          Total Rental Fee  $_________   

          Total Enclosed   $_________  

 Balance Due   $_________   

Minimum Payment of 50% of total rental fee is due with this form.  

The balance is due on or before the day of the event.  

Make checks payable to Otterbein United Brethren Church.  

Agreement  

I, representing the above-mentioned group, accept responsibility for:  

1. Enforcing all policies described in the BUILDING USE POLICY.  

2. Assuring that all participants are aware of the CONDUCT CODE.   

3. Reporting all damaged or missing articles to the Property Commission.  

4. Payment for all missing or damaged articles.  

5. Returning all keys promptly after the event.  

6. Cleanup of all areas after use – including returning items to proper storage areas.  

7. Payment of honorariums to any individuals provided to help with the event.  

8. Payment of fees as detailed above.  

 Signature:  _________________________________  Date: ______________  

 
Contact Persons  

Scheduling Coordinator:  Carol Schwalm           717-597-8525 or office@greencastleub.org 

Property Commission:   Kevin Davis    kdavis@greencastleub.org  

Otterbein Pastor:    Rob Gunkelman  rgunkelman@greencastleub.org  

  

Note:  The facility will not be reserved until this form is received.  You will receive verbal confirmation of reservation.  

Submit this form to:  

Carol Schwalm 

Church Office:  717-597-8525  

office@greencastleub.org 

Church Mailbox – D-22 


