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The building and grounds of OPEN DOOR FELLOWSHIP INC. (ODF) are available for use by non-attendees for weddings, funerals, family gatherings, etc. Here at Open Door, we believe our building has been entrusted to us by God and therefore, have made it available to those within our community as place to gather with family and friends. 
Scheduling is done through the ODF Administrative Assistant or the ODF church office (766-3224). Scheduling is done on a first-come, first-serve basis. Events are not reserved until the damage deposit has been submitted.
User agrees to indemnify ODF and hold harmless for any damages, costs, liabilities and attorney’s fees incurred from any claim arising from your use and control of the ODF property whether inside the building or on grounds.  In such event user agrees to conduct the defense and have control of the litigation and settlement, if any.  However, user agrees not to acquiesce to any judgment or enter into any settlement that adversely affects ODF’s rights or interests with out ODF’s prior written consent.  The user agrees to give ODF prompt notice of all claims and to cooperate in defending against the claim.
The ODF Board of Directors retains the right to determine, at anytime, who may or may not use the facilities, as this is private property.

The following pages include user fees and guidelines.

USER FEES/DAMAGE DEPOSITS:
1. Persons who are not regular attendees of ODF may use our building free of charge. This includes access to the building for decorating and rehearsals for weddings.
2. Any functions requiring video and use of our sound system require an ODF AV person. There is a fee of $50 per hour for this service and checks should be made payable to Open Door Fellowship.
3.  We expect our building to be left in the same condition as when you  
 arrived. This includes taking out the garbage and thoroughly cleaning  

 the spaced used. Our janitors spend an additional average of 2-4  

        hours preparing our building for our service after an event at a rate of     

        $25 per hour. We appreciate any contributions towards this fee. 
4. A $250 damage deposit must be paid at the time the event is reserved and will be refunded in full if there are no damages. An inspection will be conducted after the event to determine if there is any significant damage that needs to be covered by this deposit. See USER GUIDELINES below for specific requirements. If there is damage, the user is invited to examine the damage. ODF will then decide the best way to handle repairs. In most cases, the Building and Grounds Team will obtain an estimate for damages, at which time the total costs will be deducted from the damage deposit. 
5. There will be a $25.00 fee for any “Non-Sufficient Funds” checks plus any expenses incurred.

6. To use the kitchen facilities, the user and their food caterer must  contact the Church Hostess. We have “limited food preparation” facilities.  Some food preparation might have to take place elsewhere. User is responsible for supplying his/her own disposable items such as plates, cups, tableware etc. 
USER GUIDELINES:

1. Each person using our facilities must meet with the ODF Administrative Assistant to go over the requirements regarding the arrangement and setup of the furnishings as well as the cleaning requirements. If using the kitchen, it will be necessary to meet with the Church Hostess.

2. It is expected that all persons using ODF facilities treat the furnishings and building in a responsible and respectful manner. All tables and chairs need to be clean and placed back in the same manner in which they were found.  

3. Kitchen facilities, if used, need to be cleaned, and left in an orderly fashion.  This includes emptying all trash, cleaning out any unused items from the refrigerator, wiping down counter tops and tables and sweeping the floor.  If an outside caterer is used, the caterer needs to meet with the Church Host/Hostess to see what is available for their use.
4. Any used kitchen towels or wash cloths can be left in the kitchen utility sink for the Church Hostess to wash. 

5. If the portable dividers are used, they are to be returned to their original location.
6. All garbage must be put in plastic garbage bags and placed in the dumpster at the west end of the back parking lot.
7. Bathrooms, including sinks, toilets & floors, need to be checked, left clean and all lights should be turned off.
8. Cloth pew chairs may be used for seating around tables. However, folding chairs will allow more people to be seated at the tables.
9. Cloth pew chairs need to be positioned back into rows according to the Chair  

 Placement Chart attached with this document. 
10.  For table set up in the Café, it may be easiest to snap a cell phone picture to help   

 you recall the correct set up.

11.  Make sure all rooms are back to their original state, including the nursery, Kid Zone, 
 Family Room and the upper silo. 
12.  Smoking is prohibited inside the building. No alcoholic beverages are allowed on   

 ODF property.

13.  Animals are not permitted inside the building without the expressed consent of a      

 member of the Building and Grounds Team.

14.  Decorating with tape, nails, wire, tacks, etc. is not permitted without the expressed    

 consent of a member of the Building and Grounds Team.

15.  Before leaving the building, be sure to turn off all lights (including parking lot lights, 
 if you use them) and return thermostats to the settings that you found them.
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