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Guidelines for Use of Church Facilities
(Other than weddings.)

Central Presbyterian church of New York

154 Old Westbury Rd. Old Westbury, NY 11568

The buildings and properties of Central Presbyterian Church of New York are held in trust by the
members of Central Presbyterian Church of New York as a place of worship, Christian Education,
nurture, outreach and service.

These properties and facilities are to be used primarily for local church ministries.

However, we recognize that our ministries to members and to the community are enhanced through a
broad use of our facilities.

Therefore, it is our intent to make these properties and facilities available to other groups, including
religious, charitable, cultural, community service, fellowship, and educational groups, as well as by
individuals that fall within these guidelines set by the Board of Trustees and the Discipline of Central
Presbyterian Church of New York.

God is best glorified and the ministry of Christ enhanced when the resources and gifts of the church can
be used to enhance, and to change for the better, people’s lives.

Our church building is a resource and a gift that can be used to truly make a difference.

1. Prohibited Activities: The church may not be used for any of the following:

Partisan political groups.

For-Profit activities from which the church receives no direct benefit.

Serving or consumption of alcoholic beverages.

Any purpose which is not consistent with the goals and purposes of the Central

Presbyterian Church of New York

e CPCNY is a smoke and alcohol free facility.

e Use of the main organ requires special permission from the Director of Music or the
Church Organist.

e There is no food or drink (other than water) allowed in the Sanctuary or Chapel.

OO w>»

2. Procedure: In order to use Church facilities, each applicant must fill out the attached application
and submit it to the Church office. This can be done by fax 718-279-1823 or email to
cpcofny91l@gmail.com.

A. Room is assigned in order of request after assigning church ministry schedule, which is the
first priority.

B. Approval level: Final decision comes from the Board of Trustees meeting on 1st Sunday of
every month. (Level 1: office, Level 2: Pastors, Level 3: Board of Trustees)

3. User Fee: All users of the Church facilities other than programs, organizations and committees of
the Central Presbyterian Church of New York are asked to share the cost of building
maintenance, utilities and custodial service. These fees and expenses are shown on the attached
schedule.

4. Kitchen: Use of the kitchen requires submitting a special request form for CPCNY kitchen. The
kitchen should be left in a clean and orderly condition.
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5. Damage and Insurance: All user groups are responsible for conducting their activities in a safe
manner. Any and all damage to Church property shall be paid for and is the sole responsibility of
the user. Non-Church groups using church facilities on an on-going basis must provide evidence
of adequate liability insurance coverage and, upon request, shall name the Central Presbyterian
Church of New York as an additional insured.

6. Children and Youth on premises: All youth activities shall be adequately supervised by adults at
all times.

7. Audio/Visual Systems: Our audio/visual and lighting control systems are very sophisticated and
may only be used when an audio technician is present or by special permission and training from
our Director of Music.

8. Music spaces: Use of our music room and/or music rehearsal spaces requires permission from
our Director of Music. Area of use is limited to that for which permission is granted.

9. When leaving: All furniture and equipment should be placed back where they were. A/C and
heating system should be off. Clean up floors and turn lights off. Return rental equipment.

10. Continued and future use of these facilities is dependent on the care taken by users.
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Room Reservation For non-CPCNY
Ofzh Mot 2212 MM L= M TN S THAISH0] M EZ 030 A|d ALES{7HE AEEL f MEQI0|
HSet e = A0 F2tofoF ot, AN E HE = AM3{ 7L F| 20| O| /7L E &= ASS & USLTH
The undersigned, on behalf of the applicant, applies for permission to use the facilities of the Central Presbyterian Church of
New York. As a condition of approval, the undersigned represents that the information provided is true and accurate.

»  Organization name EHH|&H/

= Sponsoring Organization AZEN/

»  Event name SYALH/

= Purpose of event HALS| X/

= Number of Attendants &4 Q1 21/

= Schedule Al 7|7t/ Please fill page 6 for detail room schedule T Q% 2H-2 A|ZtTHEH 2 6 H|O| K| Off ZHA SO FAA|L.

EVENT SCHEDULE: (Room on page 6) Date & Time Recurrence
Date Date [] Daily

from — to i 0 Weekly ( )
Time Time O] Monthly ( Jth (

)
Food/Cook (page 10) A% (page 7) Web &1 [ [J No ¥3IX| &2
[ Yes &%t

Equip.

L Insurance Information 2 H &

O Name of Liability Insurer/
O Amount of liability insurance coverage/

0  Will the Central Presbyterian Church be named as an additional insured on the insurance policy?
MBX= UHRE TiAISHY, m3| A2 o AL 0] T X1t 2= QHE up 3hdf Sof et B MYo| ASS X[, 20|
FHAE ZR, W3 ALRHE SA| SAIZ MAO| YSLICH e WL CHE W3] HE AL 282 THO|LE 8L E S ol HlSH=
Loj| Loz = BRAE SHX| R = g MA0| AELICE MEX= 03| HE ALE R Q510 WM E = QU= B E 20222 Atd
(A= 7I=2 oL, A K|, QA AL 5)0] Tt 2= H| 81t AL =5 R 1 2 2= H|8 X| 20 Cieh A Yap 23 Hij 4
Mol ol FRMEH LI 0H MAS XL ELICL ERSICHH M EH W= MHIo| MABHO| MHQIo|HEoR
TR S S = USLICEH u3| A8 AL 30| S E W 3|0 X 0t F X|of 2 X|5H0{OF LT

On behalf of the applicant, | certify that | have read and am familiar with the Guidelines for Use of Church
Facilities; that all safety and fire laws will be observed; that if our meeting is canceled, the church office will be
immediately notified; that the applicant will undertake no dangerous activities or activities which will interfere
with other uses in the church building or the worship of God; that the applicant will indemnify and hold the
Korean Central Presbyterian Church harmless from any and all claims, damages, liabilities or judgments, including
costs and attorney’s fees, which may arise as a result of the applicant’s use of the Church facilities; that Central
Presbyterian Church of New York will be named as an additional insured on the applicant’s liability insurance
policy, if requested; and that the purposes for which the church’s facilities will be used are consistent with the
goals and purposes of the Central Presbyterian Church of New York.

= Applicant Information 2122l H &

Name 0|5 Position Phone H3} Signature M2l
E-mail O| 0| !
Undersigned
AEel
Applicant/Director

CH /A A &t
Office Use Approval S 2
AI._EII_fEI 7|§IE_|- AV Kitchen Office Manager Pastor Session
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hH

(c cPcNY |2 EZ DY Page |6
ROOM SCHEDULE
Room Date & Time Recurrence
Date Date O Da||y
From = — To s O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date O Dai|y
From 7 — To s O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date (] Da||y
From 7 — To [T O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date (] Da||y
From — To p— O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date (] Da||y
From = To O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date O Da||y
From = To O Weekly
O Monthly (- )th (
Room Date & Time Recurrence
Date Date O Da||y
From = To i O Weekly
O Monthly (- )th (
Room Date & Time Recurrence
Date Date O Da||y
From 7 — To O Weekly
O Monthly ( )th (
Room Date & Time Recurrence
Date Date (] Da||y
From 7 — To [T O Weekly
O Monthly (- )th (
Room Date & Time Recurrence
Date Date (] Da||y
From 7 — To [T O Weekly
O Monthly (- )th (
Room Date & Time Recurrence
Date Date (] Da||y
From — To p— O Weekly
O Monthly ( )th (

Room Reservation Application for non-CPCNY
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S/ AAH- ALE MUHEHA (A/V Request Form)

» Y2|= L& (Important Notice):

1. AFE AMHEE SHA Falt Lol S/ AlA"> AR E eH Hadhhl 49 & 22/3d
ALE AL MEME F7t2 2 FMAM Z A0 WA LFY HO| AFRHO A=
oBk/ QAL Staff s+o1| 10| ZEA{OF SHL|CH &A AFR AKOIO 2 S&f/QAF A|AE AFZ AIK O

s 2 E|X| EELICE (If you need to use A/V system in the room you reserved for a
meeting or event, please make sure to fill out this form and put it in the A/V staff mail box
at least a week prior to the meeting or event. Making a room reservation only will NOT
automatically give you a permission to use A/V system and will NOT guarantee any A/V
support. You MUST make a separate request for A/V.)

2 NEANAIAT SHaO[AL o1 EALF & O SEAHS MYUZAID 1 SHERp7 $At
20| Q20| 4S BE S J2OR LT B/AL HAOIME HoFH BRI

Edoldat A ME 55 59f': Z/LIC} (You must designate someone from your group
to operate A/V system on the day of your meeting or event. CPCNY A/V department will
provide A/V training for those designated operators and help with initial set-up)

3. AF8SHAl= HOolLt Fa0of et g = As 7|S0Lt AHE Zhse FHI7E Mgt 2 5
AUELICL (Depending on which room(s) you reserved, A/V capabilities and availability
of A/V equipment for use may be limited)

4, SEXO| HEtME &H HHFA|Z| HHELICE (You must provide point of contact information)

Point Of Contact information E&A} &

Name O| &
Phone M3tH
Email OO &
Equipment Needed Quantity Purpose for Use
LR FHE B AeEH

Microphone OtO|3
Projector T2 M| F

Other
7| Ef

MEME MBS = & O FHEQ FHE Q6 S2/IYFMUM SR AHS
c 2| |_| |:|. "" L__I-I:I-Xl.ol O:IEI-x.I = L_I-7;|Z'<_A|7| HI.EH_' [:I. EE"' g.:l.'é'l.A| ~ Ol OIOAlD:l Ol | |
T cpcofny91@gmall.com 2 2o[o) ZA|7| HIZLICE ZAIBHLICH
(After submitting this form you will be contacted by a staff of CPCNY A/V Department to
further discuss about your need for your meeting/event. If you have any questions or
concerns, please send your inquiries to cpcofny91@gmail.com. Thank you.)
CPCNY A/V Department

Room Reservation Application for non-CPCNY cpcofny91l@gmail.com 154 Old Westbury Rd. Old Westbury, NY 11568
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AV use in detail

Central Chapel MIE™ M E 2T

Love Chapel At *Z

Wireless Microphone: [J1ea
Microphone: [1ea

DI Box: [(]1ea

Instrument Cable: [J1ea

CD player: [1ea

DVD player: [J1ea

« PC/connect to AV equip: [lea

(User brings their own laptop computer and

MP3 player for their use.)

« Wireless Microphone: [J1ea
* Microphone stand: [11ea
« PC/connect to AV equip: [lea

(User brings their own laptop computer and

MP3 player for their use.)

Gym-Fellowship Hall H|S2/%lu A

Choir Hall FHFCHA

Wireless Microphone: []1ea
Microphone: [1ea

DI Box: [(]1ea

Instrument Cable: [J1ea

CD player: O1ea

DVD player: (J1ea

= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

= Microphone: [1ea
= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

Vision Chapel H|H &

Grace Chapel 23] {2

Wireless Microphone: [J1ea
Microphone: [1ea

DI Box: [(]1ea

Instrument Cable: [J1ea

CD player: O1ea

DVD player: (J1ea

« PC/connect to AV equip: [lea

(User brings their own laptop computer and

MP3 player for their use.)

« Wireless Microphone: [J1ea
* Microphone stand: [11ea
« PC/connect to AV equip: [lea

(User brings their own laptop computer and

MP3 player for their use.)

Truth Chapel ZI2| X E

Peace Chapel 43} X2

= Wireless Microphone: [11ea
= Microphone stand:[1ea
= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

= Wireless Microphone: [11ea
= Microphone stand:[1ea
= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

Hope chapel 2% x| E

Angels Chapel HA} *{Z

« Wireless Microphone: [J1ea
* Microphone stand: [11ea
= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

« Wireless Microphone: [J1ea
* Microphone stand: [11ea
= PC/connect to AV equip: [1ea

(User brings their own laptop computer and

MP3 player for their use.)

Room Reservation Application for non-CPCNY
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24, 22 Food, Cook
X}l (charged person)
O|£ Name: WOIHS CPCNY ID
M3 Phone:
O|H Y E-mail:
MENU
Foods 4| &H| [JCaterin [JCook
List time schedule for reservation
# ; ; Cookin .
Date Start time End time @A _g) What will do

1 [1Yes
ONo

5 [1Yes
[INo

3 [1Yes
ONo

4 Yes
ONo

5 [1Yes
[INo

6 [1Yes
ONo

7 [1Yes
[INo

Remarks

Room Reservation Application for non-CPCNY

cpcofny91l@gmail.com
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- Rental fee A2 Z/

Item oom C(E:i:wt—::agll(g:;sheilpoéall _— Standard Chapel Of|HHA! Standard Room & Htat
Capacity (person) | 400-500 50-100 10-20

Cost/Hr. $100 $25 S5

(S.01/s.f.)

Min. Hrs. 4 4 4

Cost $400 $100 $20

Suggested Fee* S400 + S100/Hr OT $100 + S50/Hr OT $20 + S10/Hr OT
Custodial Fee $100 $100 S50

Security Deposit | 50% of Total Amount 50% 50%

*  QOvertime (OT) charges will be applied for every hour or part thereof after a 30 minute
grace

**  Custodial fees shown are based on two hours of clean up time. If it takes longer than
two hours to clean up And reset the facility an additional charge of $25/hr. will be
withheld from the security deposit.

*** The security deposit will be used to pay for damages to the facility.

DIRECT PERSONNEL CHARGES: A facilities staff member will be required to monitor and assist all
events. For events in Standard Rooms and Large Rooms that occur within Standard Coverage Hours
(9 AM through 10:00PM, Tuesday — Saturday) there will be no direct personnel charge. For events
in these rooms that fall outside Standard Covera%e Hours, and for all events in the Central Chapel
or Gym-Fellowship Hall, a staff support fee of $20/hr will be required.

OUT OF POCKET EXPENSES: Any other out of pocket expenses related to an event will be billed to the
event sponsor

e U FHh eReE FAUS 7IELR UL HA0ks AZ0] & AZIES =0tE B2
$25/hr 2| 7t 2855 HEYLILL ES522 X5t gL
o HIZ g2 A20| &3 HidE X2t o AEE L
HE o 25 Al Y2 BE OHES A=5HH XYL L Z2AZE (9AM - 10PM, 2t - E)
Q| o= QAHIE HEELCE 27 AlZF 0|22 BE A= $20/hr 2 Q| 7L 2Tt

Room Reservation Application for non-CPCNY cpcofny91l@gmail.com 154 Old Westbury Rd. Old Westbury, NY 11568



&

bc CPCNY|mEdEE W9 Page |12

g HEH DY

o

HL| &= (CPCNY Map)

[ 27|
o
STG | JAN [Rest. Rest. \ns(;_:‘:;f;;:;—ge Rest, Gg:}iréﬂf??;m
07 e "
m™IT
[ Res| d
| ] Love Chapel Secon -
itchen = |
Rest. F Oor

EEi L Central Chapel

AL

Storage | WHAH

9] Thastors  [MPI| 2BY | mojma HCt
70|12 Y Office Office | Admin. Senior Pastor 1 o
Kitchenette Equip- | Room .

A=

M- = -
-— j\l = AL 7‘"%!$§ gt.h&l 33}(2;[2%:.—_: Cff:,-lfn@

ZI .LL_, = I_,J' 2|‘;é = |AcCounting) e IMedia Room

— Restroom | Reom foom | R4 Office oy Cry room

GYM-Fellowship Hall

OH{H A
- =
Book Cai
el 2UTEXT -
(227 BUTEXIT

—

C|aSS 12 ;j Sunday School Storage | p Restl Kit. |
Class 11 ga8 : saei
Angel Chapel 1 = -
Class 10 gernep First e AT
Class 9 _ FIOOF Gra?eBCilra ! Choir Hall
FUR/FER @ p o] 2]
Hope Chapel
Al
: LI 154 EM Ot
12| 2tz | Peace Chapel TuthChagel | | Vision Chapel
- ( cryRoom
44
—
Class | Class | Class | Class | Class |Class 3] ™" L>N| Class|Class | syx4; Wl
s | 7 [ 6|5 |4 E 0 | S

Room Reservation Application for non-CPCNY cpcofny91l@gmail.com 154 Old Westbury Rd. Old Westbury, NY 11568



