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Terms & Conditions for Events Scheduled at Matthews United Methodist Church 

• Large events over 50 people require one or more planning meetings with the Facility Team. 
• Requested tables, chairs and other equipment will be available in your room; however, each group is responsible for setting 

up for their event and taking down following the event. Please do not drag tables and chairs across the floor; they need to 
be carried or moved on the appropriate furniture dollies. Please do not take tables, chairs or equipment from other rooms 
without prior permission of the Director of Facilities. 

• Important notice: each group is responsible for thoroughly cleaning up after themselves (taking out trash, cleaning tables, 
etc.) and for returning the room to the same condition that is was found. The room use form found in each room needs to 
be completed and signed by the contact person. Groups will be subject to a $75.00 charge if rooms are not left in good 
condition. 

• AVL System (only available in Sanctuary, Gym and The Commons) *** Please explain sound requirements: how many and 
what types of microphones are needed, power point presentations, etc. in full detail. 

• Sound systems in the Sanctuary require an approved operator. Please email Shane Hall at shane@matthewsumc.org at 
least four weeks prior to event date to coordinate use of these technologies. 

• Your group will need to coordinate with Judy Suarez regarding use of the kitchen. Please contact Judy at 704-815-1906 
immediately after your event has been confirmed and included on the calendar. When reserving the kitchen, the 
responsible party needs to complete the kitchen use form and make sure each item is completed and checked off following 
their event. The kitchen must be left clean and all the church’s equipment and supplies accounted for. 
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• A Vehicle Request Form must be completed and turned in before a vehicle can be reserved. Please submit at least 
two weeks in advance of event. 

• Only ministries that fall under the umbrella of Matthews United Methodist Church’s federal identification number 
may use our church vehicles. Insurance policies do not allow us to loan or “lease” any of our vehicles to outside 
organizations. 

• Please make sure to complete and sign the back of the Vehicle Request Form. The form will not be processed without 
a valid signature; an electronic signature is acceptable.  

• Mandatory – all drivers must have completed the Matthews UMC bus driver training class. Please note that this form 
cannot be accepted or processed without the following driver information.  

• Please keep in mind that Bus #1, #2, and #3 are 11 feet high. Drivers of the three small buses and 14-passenger van 
must be between the ages of 25 and 70 and possess a valid NC driver’s license.  

Vehicle Use Requirements  

• Our group agrees to follow these policies when using any MUMC vehicles: 
o The use of tobacco products and drinking of alcoholic beverages on any church vehicle is prohibited.  
o Only church approved drivers will be allowed to drive a church vehicle.  
o Drivers may only use a cell phone (for calling or texting) when the vehicle is off the road and is in a parked 

position. 
o I understand that scheduling conflicts may occur and I agree to discuss exchanging vehicles with other 

ministries, if at all possible. 
o I agree to notify the church if I need to cancel or change this reservation so that it will be available to other 

groups, if needed.  
o I agree that our group will not leave food, drink, or spills in the vehicles.  
o I agree that our group will clean up any trash and return the vehicles in good condition. 
o Check the box stating that you have read the above vehicle use requirements and agree that our group will 

abide by them. I also understand that our group can be charged a fee of $50 if the vehicle(s) are not returned 
in good condition. 

o Electronic Signature of Responsible Party  


