
Emmanuel	Lutheran	Church

Fellowship	Hall	User	Application	2025


Name	of	Group	____________________________________________________________________________


Address	__________________________________________________________________________________


Number	of	People	______________________________________________	(Limit	=	175)


Date	of	Event	__________________________			Event	Start	Time:	___________	Event	Stop	Time:	__________


Will	Food	be	Served					YES	 NO	 Type	of	Event	_________________________________________


In	addition	to	the	Fellowship	Hall,	we	would	like	to	use:


_____	 Kitchen	(Food	Service	Only,	No	Food	Preparation)	 _____	 Video	Equipment	 

_____	 Sound	Equipment	 _____	 Piano	 _____	 Luther	Classroom	(Located	at	end	of	hall	near	restrooms)


Other	special	needs	or	requests:	
__________________________________________________________________________________________
__________________________________________________________________________________________


User	understands	and	agrees	to	the	terms	of	the	Fellowship	Hall	User	Agreement.	User	acknowledges	
receiving	a	copy	of	this	Agreement.


Donation:		$__________________________________	 	 Deposit:	$100


_____	I	will	make	a	donation	of	$60.00	to	have	the	fellowship	hall	professionally	cleaned	following	the	event.


_____	I	will	clean	the	fellowship	hall	after	the	event	making	sure	that	all	the	items	on	the	checklist	are	done.	I	
understand	that	I	may	forfeit	my	deposit	if	the	fellowship	hall	is	not	cleaned	per	the	user	agreement.


Signature	of	Representative	__________________________________________________________________


Print	Name	of	Representative	_________________________________________________________________


Phone	Number	________________	Alternative	Phone	Number	_____________Date	Signed	_______________


Signature	of	Church	Representative	____________________________________________________________


Title	____________________				Date	Signed	____________________


Emmanuel	Lutheran	Church	
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We	thank	you	for	your	interest	in	the	Fellowship	Hall	of	Emmanuel	Lutheran	Church.		Following	are	some	
necessary	legalese,	guidelines,	donation	&	deposit	information,	and	an	Application	and	Agreement	which	must	
be	signed.


Fellowship	Hall	User	Agreement	–	Guests


The	undersigned	person	or	organization,	herein	called	“User”	does	hereby	agree	to	borrow	for	use	from	
Emmanuel	Lutheran	Church	of	Coshocton,	Ohio,	herein	called	“Church,”	the	building	known	as	the	Emmanuel	
Lutheran	Church	Fellowship	Hall,	herein	called	“Hall,”	located	at	Emmanuel	Lutheran	Church,	1500	Pleasant	
Valley	Drive,	Coshocton,	OH	43812.	The	Agreement	is	for	the	Hall	and	bathroom	area	only	and	does	not	
include	the	remainder	of	the	church	building.


A.		USE	DONATION	&	DEPOSIT


Use	Donation	

	 Number	of	People:


	 	 1	-	25	 	 $25.00


	 	 26	–	50		 $50.00


	 	 51	–	75		 $75.00


	 	 76	and	up	 $150.00	


Deposit


In	order	to	reserve	the	Hall	on	the	date	and	time	requested,	a	deposit	of	$100	is	payable	upon	return	of	a	
signed	Application	by	the	User.	The	Church	cannot	and	will	not	hold	a	requested	date	and	time	without	a	
signed	Application	and	deposit.	The	deposit	must	be	made	by	check,	the	check	will	be	held	and	returned	
within	30	days	after	all	guidelines	have	been	met,	expenses	paid,	and	the	key	returned.	


If	written	notification	of	cancellation	of	the	Application	is	delivered	to	Church	14	calendar	days	before	the	date	
of	User’s	event,	the	deposit	and	donation	will	be	returned.


User	shall	be	responsible	for	any	damage	to	the	Hall,	contents,	and	surrounding	area	caused	by	User	or	User’s	
guests.	Church	shall	provide	User	an	itemized	account	of	charges	for	damages	and	expenses,	if	any.	Church	
shall	apply	the	deposit	to	offset	damages	and	expenses.	User	shall	pay	for	any	damages	or	expenses	in	excess	
of	the	security	deposit	within	10	days	of	the	receipt	of	the	itemized	account.	


B.			USE
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The	Hall	shall	be	used	solely	for	the	purpose	as	set	forth	in	the	Application.	User	shall	not	use	the	Hall	for	any	
purpose	which	is	unlawful,	which	may	endanger	public	safety	or	welfare,	which	disrupts	Church	neighbors,	or	
which	causes	a	nuisance.	User	agrees,	that	should	a	law	enforcement	officer,	a	representative	of	the	Church,	or	
any	authorized	security	personnel	determine	that	the	activity	for	which	the	Hall	has	been	used	is	unlawful,	
endangers	public	safety	or	welfare,	causes	damage	to	the	property	of	Church,	disrupts	Church	neighbors	or	
causes	a	nuisance,	User	shall	immediately	cease,	cancel,	stop	and	otherwise	bring	to	a	halt	all	activity	and	shall	
immediately	cause	the	Hall	to	be	vacated.		User	further	agrees	that	should	such	action	take	place,	the	entire	
deposit	of	$100	shall	be	retained	by	the	Church	and	in	addition	User	shall	be	responsible	for	any	damages.	


C.		LIABILITY


User	agrees	to	keep	the	Hall,	contents,	and	surrounding	area	free	from	damage	and	further	agrees	to	hold	
harmless	Church,	its	members,	pastor,	officers,	employees	and	agents	from	any	and	all	liability,	injury	to	
persons	and	damage	to	property	occurring	or	arising	out	of	User’s	use	of	Hall	and	User	shall	indemnify	Church	
for	any	claim	or	claims	made	against	Church,	including	but	not	limited	to	Church’s	reasonable	attorney	fees	
paid	in	investigating	and	defending	such	a	claim.		User	agrees	to	follow	all	applicable	Church	rules	and	
regulations	and	to	allow	Church	agents	and	law	enforcement	officers,	free	access	to	the	Hall	at	all	times	for	the	
purposes	of	inspection,	maintenance,	or	security.	Church	shall	not	be	liable	for	‘lost’	items	or	items	left	at	the	
Hall	or	on	Church	property.	


D.		ASSIGNMENT	


The	Agreement	shall	not	be	assigned	or	transferred	by	User	without	prior	written	consent	of	Church.


E.		RULES,	REGULATIONS,	GUIDELINES,	AND	EXPECTATIONS


User	agrees	to	the	following	Rules,	Regulations,	Guidelines,	and	Expectations:


1. User	Application	shall	be	submitted	to	the	Church	Secretary	(usually	in	the	office	9	a.m.	–	11:00	a.m.	
(Monday	–	Friday).	Please	call	prior	to	coming	to	church	to	ensure	office	is	open.	The	phone	number	is	
740-622-2550.	Upon	receipt	of	User’s	signed	Application	and	deposit	check,	User’s	Application	will	be	
submitted	to	a	representative	from	the	church	for	approval.	Upon	approval,	User’s	event	will	be	scheduled	
on	the	Church	calendar.	


2. The	Use	Donation	is	due	to	the	Church	office	within	7	days	of	notice	of	Application	approval	at	which	time	
this	Agreement	will	be	signed.


3. A	day	or	two	prior	to	the	event,	user	will	meet	with	church	representative	to	get	key	and	review	rules	for	
usage.		User	is	to	call	church	representative	at	end	of	event.	Representative	will	come	to	the	church	to	get	
the	key	and	review	condition	of	the	hall.		User	deposit	check	will	be	returned	within	30	days.	


4. Use	of	the	sound/video	system	will	require	a	trained	person	to	operate.	


5. User	must	furnish	own	serving	utensils/paper/Styrofoam/and	food	supplies	including	coffee.	Extra	paper/
Styrofoam/and	food	supplies	are	not	to	be	left	at	the	church.	User	is	to	take	all	extra	items	with	them.


6. Decorations


a. Decorations	may	be	placed	upon	tables;
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b. Decorations	may	be	free-standing	on	the	floor	or	stage;


c. No	decorations	shall	be	attached	to	walls,	beams,	or	any	fixtures	in	the	Hall	by	using	tape,	
staples,	nails,	or	by	any	other	means;	no	glitter	of	any	kind	is	allowed


d. All	decorations	shall	be	of	fire-retardant	material	and	no	open	flames	or	candles	shall	be	used	
without	prior	written	consent	of	Church.	


e. Church,	in	its	sole	discretion,	may	allow	or	not	allow	decorations.


7. No	alcohol	or	illegal	drugs	are	permitted	in	the	Hall	or	on	Church	property.


8. No	smoking	is	permitted	in	the	Hall	or	within	any	part	of	the	Church	building,	including	restrooms.


9. No	weapons	or	firearms	are	permitted	in	the	Hall	or	on	Church	property.


10.No	fireworks	are	permitted	in	the	Hall	or	on	Church	property.


11.Occupancy	shall	not	exceed	the	Agreement	of	Legal	Limits	which	is	175.


12.Users	and	guests	shall	remain	in	Hall	and	agreed	upon	areas	and	not	go	into	other	areas	of	the	Church	
building.	This	agreement	is	for	the	use	of	the	fellowship	hall,	coat	room,	bathrooms	and/or	Luther	Room	
only.


13. Events	should	conclude	and	the	Hall	vacated	by	10:00	pm	on	the	day	of	use	unless	special	prior	written	
approval	is	requested	and	granted	at	time	of	Agreement.


14.Please	leave	everything	as	you	found	it:


A	-	Everything	returned	to	its	original	location	according	to	posted	map.								B	-	Decorations	removed


C	-	Trash	bagged	and	placed	in	dumpster	located	outside	rear	door	of	Hall		


D	-	Appliances	and	lights	turned	of										E	-	Doors	locked


Enjoy	the	Fellowship	Hall	and	please	know	that	you	are	welcome	to	worship	with	us	Sundays	at	11:00	a.m.


I	agree	to	the	terms	of	this	Fellowship	Hall	User	Agreement.	I	understand	that	my	deposit	may	be	forfeited	
should	the	terms	of	this	agreement	not	be	met.	


Signature	of	Representative	________________________________________________________________


Print	Name	of	Representative	_______________________________________________________________


Emmanuel Lutheran Church

Fellowship Hall Checklist


When	you	are	finished	with	your	event,	the	following	items	must	be	completed.		Please	note	the	items	that	
have	three	asterisks	after	them	(***)	will	be	done	by	professional	cleaning	staff	if	you	have	opted	to	have	the	
Hall	cleaned	by	them.		All	other	items	must	be	completed	by	the	User.


	 ____	Coffee	service	is	turned	off


	 ____	Wipe	off	countertop	and	tables		***
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	 ____	Vacuum	the	carpet			***

	 ____	Hang	any	wet	dish	towels/clothes	over	the	sink	to	dry


	 ____	Mop	up	any	spills/messes	***

	 ____	Reset	tables	and	chairs	to	their	original	positions		***

	 ____	Audio/visual	equipment	is	turned	off

	 ____	Lights	in	both	bathrooms	are	turned	off


	 ____	Bathrooms	are	clear	of	messes	***

	 ____	All	trash	has	been	placed	in	dumpster	***

	 ____	Lights	in	hallway	are	turned	off

	 ____	Lights	in	Fellowship	Hall	are	turned	off

	 ____	All	outside	doors	are	locked	(Luther	Room,	2	Fellowship	Hall	Doors,	Front	Door)

	 ____	Key	returned


User	note	any	problems	encountered	during	use	of	Hall:	________________________________________


______________________________________________________________________________________


Church	representative	note	any	issues	or	concerns	following	use	of	Hall:	___________________________


______________________________________________________________________________________


User	Signature	___________________________________________________________________________


Church	Representative	Signature	_____________________________________________________________
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