
Other Items—Use in Building: 
 

*Wireless Lavaliere Mic:________ *Wireless Handheld Mic: _________ 

TV/DVD/VCR:________________ Overhead Projector: ____________ 

Podium  : __________________ Projector Screen: ______________ 

Video Projector**: ____________ 

** Availability limited, use your own notebook computer 
*(2 available for Rooms 001–006 or Sanctuary only!) 

Group Requesting Room(s) or Equipment:_______________________________________ 

Contact Person:__________________________  Contact Number: __________________ 

Purpose of activity:____________________________________________________________ 

5760 Cannonsburg Road NE 
Belmont MI 49306 

Phone: 616-874-6740 / Fax: 616-874-2843 
mail@westcannon.org / www.westcannon.org 

Office Use Only Date Staff 

Date Received   

Admin/Custodial  Approval   

Notified    

Heat/AC Scheduled   

Rooms Assigned 
  

Activity Start Time:________________ 

Activity End Time:_________________ 

Arrival Time (prep time): ___________ 

Actual Leave Time: _______________ 

Using Front Doors:________________ 

Using Back/Side Doors:_____________ 

Number of People: ________________ 

Date Requesting:______/______/_____  
 

  Monday 
  Tuesday 
  Wednesday 
  Thursday 
  Friday 
  Saturday 
  Sunday 

Name of Individual opening and closing the building:___________________________________________ 
I understand and accept my role as “Person in Charge” for this activity, and will adhere to the guidelines for its use.  

 

Signed:__________________________________________________________________    Date:____________________________ 

Please read and sign the back side of this page also. 

First Choice:______________________________________ 

Second Choice:____________________________________ 

Third Choice:______________________________________ 

Rooms Requesting: 

 

 

We ask that you only use the rooms requested and approved. If you need to change  
or request another room please inform the Office Manager at least three days in  
advance so the custodians can be informed. 

Tables/Chairs/Platform—Use in Building: 
 
5’/60” Round Tables (seats 8 / 30 available): _________________________ 

8’ x 30” Banquet Tables (seats 8–10): _____________________________ 

6’ x 30” Small Tables (5 available): _______________________________ 

2’ x 4’ Small Tables (7 available): _________________________________ 

4’ x 8’ Platform (6 sections available, with steps): _______________________ 

Padded Chairs are NOT available for events with food. 

(four 5 gallon) 

Building and Equipment Use Form 
 

Church Activities 

 

Off-Premise Tables and Chairs Use: Requests depend on availability of items. Please see attached Policy. 
 
Pick-ups and returns must be done during office hours: Pick up Time: _____________________ Return Time: __________________________ 
 
Banquet Tables 8’x30” (96”):_______________ Metal Folding Chairs:_________________ 5 or 10 Gallon Igloo Coolers:__________________ 

(four 5 gallon and three 10 gallon) (16 available) (check with office -limited availability) 

(three 10 gallon) 

Kitchen Equipment and Products—Use in Building:  
(List quantities, so we can have supplies on hand for your activity) 
China Dishes: (300)___________ Chaffing Pans: (18) _____________ 

Roasters: (2) _______________ Tablecloths: ___________________ 

Crock Pot: (3) ______________ Paper Tablecloths: ______________ 

Paper Plates: _______________ Sm Paper Plates: _______________ 

Sm Paper Bowls: _____________ Plastic/Styrofoam Cups: __________ 

Igloo Beverage Jugs:______________ _____________ 

Other Items: _____________________________________________________ 

Equipment and Room Use 
We will contact you when your request has been approved. Items requested, if approved will be set out f 
or your activity, please return clean items to their proper place. Leave all dirty dish towels in basket under 
sink, do not bring them home to wash! Do not remove items from building unless notifying the office.  
Microphones are only available in the Family Room and the Sanctuary. See attached policy. 

Portable 4 
Portable 3 

Portable 2 Portable 1 



West Cannon Baptist Church 
Equipment & Facility Usage Policy 

BUILDING USE: 
 

In order to use the building, you must complete and turn in a Building and Equipment Use Form (for church activities) or Personal Building and 
Equipment Form (for personal non-church activities). Forms should be turned in as soon as possible. Dates, times, and rooms, if approved, are 
available on a first come, first served basis. Personal activities may be subject to sound system and building use fees. The office will notify you 
upon approval of your request and let you know which fees are applicable. Forms for weddings are available through the church office. 

Arrangements MUST be made with the office manager or the church custodian for set -up and/or clean-up needs. The day of the week you plan to 
use the facility will affect your responsibilities. Ordinarily you will be responsible for your own set-up and for cleaning up what you bring in.  
Tables and chairs will be set back up by the custodial staff so that they are ready for the next service. Do not drag tables or stacks of chairs across 
the carpets (this damages the carpet). Rooms, lobby, hallway, and rest rooms should be left in a “presentable” condition. 

It is important that you have made arrangements to have the building locked up by an authorized person with keys (contact the office manager to 
find people who have keys). The office manager must know who is responsible to lock the building for your event. 

Make sure all lights are turned off and all exterior doors and windows are secure and locked when you leave; check restrooms lights also. 

We are a smoke-free facility. No smoking is allowed either inside the building or outside on the church property. 

 
KITCHEN USE: 
 

Do not leave leftovers in the refrigerator or freezer, they are not for long-term storage. All unmarked items will be thrown away! You may use the 
unlocked freezer. Check first for space availability, but again, please don’t leave leftovers. 

Paper products should be used carefully and replaced if necessary. Paper products used should be reported to the office manager, so that we can 
keep our supply stocked. The church doesn’t supply plastic silverware; we have silverware in the drawers that you can put in the dishwasher to be 
washed. PLEASE NOTE: NO RED Kool-Aid or punch will be served inside the building. It stains carpets permanently. 

The china dishes, roasters, plastic water pitchers, crock-pot, and chaffing pans may be used on the premises upon request. Return these items clean, 
and place back in their boxes, and proper locations. Do not leave sterno fuel in the chaffing pan boxes. 

 All paper products will be set out for you in the first cupboard by 100 hall. Paper tablecloths will be set out for you group also. 

Unlocked items in the kitchen may be used for your activity. Please return them clean to their proper place. Leave dirty dishtowels in the basket 
under the sink. Do not take them home to wash; we have someone who does that. 

Cloth table covers may be used for church activities upon request, please leave dirty covers in basket by refrigerator. Please do no take them 
home to wash. 

 
OFF-PREMISE EQUIPMENT USE: 
 

Only the certain tables, metal chairs, and Igloo beverage jugs may be removed from the premises. We do not allow our kitchen items (coffee 
pots, bowls, silverware, etc.) to leave the premises. 

Tables and chairs removed from the premises should be returned after use, as soon as possible to the same area where you picked them up, 
unless otherwise specified. Tables and chairs must be picked up and returned during office hours. 

You may not remove any equipment without notifying the office. 

Transport all tables and chairs in a responsible fashion, so as to prevent scratching and damage. Any damage should be reported when  
equipment is returned. 

Equipment should be returned clean and should not be exposed to the rain. 

 

 

 

I have read and understand the West Cannon usage policy. I will be responsible for and will report any damage that may be incurred to the building and/or 
equipment used. 

 

Signed:__________________________________________________________________    Date:____________________________ 

Approved Policy February, 2005 



West Cannon Baptist Church 
Equipment & Facility Usage Policy 

BUILDING USE: 
 

In order to use the building, you must complete and turn in a Building and Equipment Use Form (for church activities) or Personal Building and 
Equipment Form (for personal non-church activities). Forms should be turned in as soon as possible. Dates, times, and rooms, if approved, are 
available on a first come, first served basis. Personal activities may be subject to sound system and building use fees. The office will notify you 
upon approval of your request and let you know which fees are applicable. Forms for weddings are available through the church office. 

Arrangements MUST be made with the office manager or the church custodian for set -up and/or clean-up needs. The day of the week you plan to 
use the facility will affect your responsibilities. Ordinarily you will be responsible for your own set-up and for cleaning up what you bring in.  
Tables and chairs will be set back up by the custodial staff so that they are ready for the next service. Do not drag tables or stacks of chairs across 
the carpets (this damages the carpet). Rooms, lobby, hallway, and rest rooms should be left in a “presentable” condition. 

It is important that you have made arrangements to have the building locked up by an authorized person with keys (contact the office manager to 
find people who have keys). The office manager must know who is responsible to lock the building for your event. 

Make sure all lights are turned off and all exterior doors and windows are secure and locked when you leave; check restrooms lights also. 

We are a smoke-free facility. No smoking is allowed either inside the building or outside on the church property. 

 
KITCHEN USE: 
 

Do not leave leftovers in the refrigerator or freezer, they are not for long-term storage. All unmarked items will be thrown away! You may use the 
unlocked freezer. Check first for space availability, but again, please don’t leave leftovers. 

Paper products should be used carefully and replaced if necessary. Paper products used should be reported to the office manager, so that we can 
keep our supply stocked. The church doesn’t supply plastic silverware; we have silverware in the drawers that you can put in the dishwasher to be 
washed. PLEASE NOTE: NO RED Kool-Aid or punch will be served inside the building. It stains carpets permanently. 

The china dishes, roasters, plastic water pitchers, crock-pot, and chaffing pans may be used on the premises upon request. Return these items clean, 
and place back in their boxes, and proper locations. Do not leave sterno fuel in the chaffing pan boxes. 

 All paper products will be set out for you in the first cupboard by 100 hall. Paper tablecloths will be set out for you group also. 

Unlocked items in the kitchen may be used for your activity. Please return them clean to their proper place. Leave dirty dishtowels in the basket 
under the sink. Do not take them home to wash; we have someone who does that. 

Cloth table covers may be used for church activities upon request, please leave dirty covers in basket by refrigerator. Please do no take them 
home to wash. 

 
OFF-PREMISE EQUIPMENT USE: 
 

Only the certain tables, metal chairs, and Igloo beverage jugs may be removed from the premises. We do not allow our kitchen items (coffee 
pots, bowls, silverware, etc.) to leave the premises. 

Tables and chairs removed from the premises should be returned after use, as soon as possible to the same area where you picked them up, 
unless otherwise specified. Tables and chairs must be picked up and returned during office hours. 

You may not remove any equipment without notifying the office. 

Transport all tables and chairs in a responsible fashion, so as to prevent scratching and damage. Any damage should be reported when  
equipment is returned. 

Equipment should be returned clean and should not be exposed to the rain. 

 

 

 

Approved Policy February, 2005 
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