
Bethel  
United Methodist Church 

5252 W. 52nd St.  

Indianapolis, IN 46254 

Office@bethelumc.info 317-293-1133 

                  Building Use Approval Process 
Facility Access effective 09.01.2025 

Usage of Bethel UMC facilities is limited to the approved room(s) listed in the reservation 

agreement. Other areas may be in use for separate events at the same time. 

Building Usage Hours: 

 Monday–Friday: TBD 

 Saturday: 8:00 AM – 9:00 PM 

 Sunday: No availability 

Usage Request & Approval 

 Complete the Room Request for Use Form.   

 The damage deposit will be determined based on the facilities rented. For example, 

if the rental includes the FLC with Kitchen, the required damage deposit is 

$300.00. Reservations are not guaranteed until the deposit for all reserved room(s) 

is received. 

Final payment is due within two weeks of booking and must be paid in full at least 

two weeks before the event. 

 After the event, the deposit(s) will be refunded by check via mail if: 

o All reserved room(s) pass inspection. 

o All borrowed items (including security keys) are returned. 

Building Use Policy 

 Bethel functions and activities take priority over all other usage requests. 

 Ongoing use (weekly/monthly) may be preempted for ministry needs with at least two 

weeks’ advance notice. 

 Freestanding candles, overloaded electrical devices, or any fire hazards are strictly 

prohibited. 

 Music is permitted, but noise levels must be contained to respect others in the building. 

 Prohibited Substances: Alcohol, controlled substances, and smoking (including                

e-cigarettes) are not allowed anywhere on the property. Violations may result in 

contacting authorities, withholding refunds, and denying future bookings. 

 Nothing may be attached to walls, ceilings, floors, pews, or furniture that could cause 

damage. All decorations must be removed after the event. 

 Participants must remain in the approved room(s) listed in the agreement. 

 Children must remain under direct supervision of a responsible adult at all times. 
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End-of-Event Responsibilities: 

 Turn off all lights and appliances. 

 Dispose of trash in the dumpster on the north side of the back parking lot. 

 Return each reserved room to its original setup, including tables and chairs. 

 Sweep the floor. 

 If kitchen is used: 

o Clean all surfaces, dishes, utensils, and appliances. 

o Remove all food from premises (including refrigerator/freezer). 

o Clean garbage disposal. 

Cleaning 

 All setup and cleanup must be completed by the renter. 

 If extra cleaning is required, additional fees will apply. 

 Cleaning services must be requested at least two weeks in advance. Otherwise, 

the renter is responsible for cleaning. 

 Bethel UMC is not liable for injury, loss, or damage during facility use. Renters 

agree to indemnify and hold Bethel UMC harmless from any third-party claims. 

 Bethel UMC reserves the right to cancel or amend agreements at any time for 

ministry purposes. 

 Security keys must be returned immediately after the event. Deposits will be 

withheld until keys are returned. 

Rental Deposit & Fees 

 The facility is officially reserved once the damage deposit for all reserved room(s) is 

received. 

 Room rental fees are charged per room based on the specific space requested. 

 Members: Church membership involves formal affiliation and commitment to Bethel 

UMC. Members may receive member rates for approved personal events. 

 Community Partners: Groups with a lease agreement will be charged the Community 

Partner Rate only when the event relates to church activities (e.g., Bible studies, 

fellowship gatherings). 

 Events outside the contract will be charged the non-member rate. 

 Example: If a contract allows use of the FLC for Bible study, but the group holds a 

birthday party instead, the FLC non-member rate applies. 

 If events pass overtime from time that was agreed upon, a $50 to $150 per hour fee 

will be applied depending on the room being used. Overtime Fee Example: If time 

agreed was 5PM to 11PM, everything must be clean and everyone must be out of 

the building by 11PM. Otherwise, we will begin to charge overtime.  

 Non-members who were referred by a member can be charged the member fee only 

if member makes the request and attends the event. If member does not attend or 

leaves before event is over appropriate fees will be applied.   

 

 

 



Portable Furniture Information 

We have 27 six-foot long rectangular tables, 12 round tables, and 125 chairs available.  

Approximate room capacity- 

Room         People  

Family Life Center (FLC)….. 200  Kitchen……………………...TBD 

Sanctuary………………….....150  Lounge………………………..50 

Basement…………………….100 

Chart schedule below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 Room Request 

If you wish to set up the day before your event, an additional fee of $200 will apply,               

granting access to the building from 10:00 AM to 2:00 PM. 

           Members/ Community Members         Non-Members           

FLC with Kitchen     $ 250.00*                  $ 800.00*    

FLC without Kitchen    $ 150.00*                  $ 600.00*    

Sanctuary                 $ 250.00*                  $ 500.00*    

*Sanctuary sound booth    $ 15 per hour                $ 20 per hour   

Lounge                $ 75.00*                  $ 100.00*    

Basement                   $ 150.00*                  $ 300.00*    

      EVERYONE 

Damage Deposit: $ Based on which facilities are rented. 

FLC with Kitchen:        $ 300.00* 

FLC without Kitchen:   $ 250.00* 

           Sanctuary:           $ 300.00* 

          Lounge:               $150.00* 

         Basement:            $150.00* 

* Fees may be adjusted at the discretion of the Bethel Trustees. Funeral and wedding requests 

have different pricing—please contact us for details.  

*Sanctuary sound booth equipment can ONLY be used by our A/V technicians.  

 Cash, Zelle: financebethelumc@gmail.com or check payments are preferred. Card           

payments will add 5% processing fee. 

 We will need a credit card on file and ID. A test charge will be made against the card on file 

to verify the card data is correct. Charge will be credited towards the amount due.  

 If the reserved room(s) do not pass inspection due to damages, excessive cleaning needs, or 

other issues, the credit card on file will be charged for the necessary repairs or cleaning. 
  

  

  



Building Use Agreement 

I agree to represent the group named below, ___________________________, with 

which I am affiliated, regarding all matters concerning the use of Bethel United Methodist 

Church facilities by members of the said group. 

I acknowledge that I have read, understood, and agree to abide by all Guidelines for Use 

of Building Facilities, including the policies on room inspections, damage deposits, 

payment, cleaning, and conduct. 

I understand and accept that: 

 Bethel United Methodist Church reserves the right to cancel any scheduled activity 

with 48 hours’ notice to accommodate church ministries or parish activities. 

 The church reserves the right to cancel any scheduled use for non-compliance with 

established guidelines or this agreement. 

 Bethel United Methodist Church may charge the credit card on file for any 

applicable fees, including but not limited to damages, cleaning, overtime, and any 

other costs resulting from failure to comply with policies. 

 I am responsible for all damages to facilities, furnishings, and equipment occurring 

during the use of reserved room(s). 

 The church is not responsible for personal property left on the premises at any 

time. 

 The church strictly prohibits the possession, use, or consumption of alcoholic 

beverages or controlled substances on the premises, including parking areas. 

 Failure to pay fees or charges may result in loss of future booking privileges and 

possible legal action. 

By signing below, I agree to these terms and confirm that I have the authority to act on 

behalf of the group named above. 

Group Representative Information & Signature 

Name: ___________________________________________ 

Address: _________________________________________ 

    ___________________________________________ 

Phone: ___________________ 

Email: __________________________________________ 

Signature: _______________________________________ 

Date: ______________ 

 

Admin Signature 

Title: __Admin/ Event Coordinator________ 

Signature: _______________________________________ 

Date: ______________ 


