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Rental Policy   
Unitarian Universalist Metro Atlanta North 

 

Premises to be rented:   

UUMAN @ 11420 Crabapple Road, Roswell, GA  30075 

 
Buildings/Areas to be rented:  
Sanctuary, Fellowship Hall, Discovery Hall, Classrooms and Playground. 
 
 
1.  Statement of Purpose 

The buildings belonging to UUMAN serve these purposes: 
The place where the usual events of the religious life of the congregation are held;  
To serve the needs of the congregation, members and friends of the congregation, and the larger 
community to have a place for religious and other events;  
To make a visible statement to the larger community about UUMAN beliefs and values, and our place 
in the community. 
  

2.  Priority of Events 
The buildings may be used for any approved events within our purpose, as described above, and 
requests are generally filled in the order received.  In the event of competing requests, scheduling will 
occur in the following order of priority.  Alternative room assignments and schedules are permissible 
and negotiable provided the party with priority is in agreement with the change.  
a. Fellowship activities such as Sunday services, Board and committee meetings, religious education, 
and choir rehearsal.  
b. Member-originated activities for ceremonies and rites of passage such as weddings, child naming, 
funeral or memorial services. 
c. Member-originated social or nonprofit events, workshops, and classes. 
d. Nonmember activities for ceremonies and rites of passage. 
e. Nonmember social or nonprofit events, workshops and classes. 
 

3.  Scheduling 
The Rental Chairperson, with the Office Administrator, will oversee scheduling but will bring requests 
that may be in conflict with the Statement of Purpose to the Program Council or Board of Trustees for 
discussion. The Board has the final authority in determining the use of the buildings. Special uses of 
the building, such as those involving extensive decorating, hanging or display of articles on the walls, 
or special lighting should be indicated and approved in advance as part of the building usage 
agreement. The Office Administrator will send the information about all prospective rental inquires to 
the Rental Chairperson so the Rental Chairperson can make sure the event is considered appropriate 
for our church, follow up with prospective renters, and can schedule/coordinate the event manager for 
non-member rentals. 
 

4.  Rental Agreement 
UUMAN’s Rental Agreement form must be signed by both parties at the time that the deposits are 
paid. 
 

5.  Upon the conclusion of Event 
UUMAN buildings should be left clean and ready for regularly scheduled activities (floors vacuumed 
and mopped, dishes clean and put away, furniture returned to its original place and chairs stacked, 
etc.). Thermostat settings should be at the specified settings, the doors and windows locked, and the 
lights turned off. See attached check-out list for specific guidelines. The attached check-out list will be 
filled out by the Event Manager or member at the end of the rental period. All guests, caterer’s staff, 
musicians will be expected to leave at the end of the rental period. 
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6.  Use of UUMAN Name or Logo 

The Board through the President or his/her designated representative must approve any publicity for a 
scheduled event. Circulation of unapproved publicity may result in the forfeiture of the reservation fee. 
 

7.  Alcoholic Beverages 
If alcoholic beverages are to be served or available, a copy of the UUMAN Policy on Alcoholic 
Beverages will be signed and on file. 
 
 

8.  Payment for Use 
Payment is calculated with the attached Rental Fee Chart. Other fees may be added to the rental 
fee. 

 
If this is a member rental, the member must be present for the entire rental period. If this is a 
non-member rental, an $25.00/hour (4hour minimum of $100.00) fee will be charged for an Event 
Manager to be present. The Event Manager will be a person who is a member of UUMAN and who has 
been trained in UUMAN’s rental policy. The Event Manager will be present for the entire rental period. 
  
A reservation fee of 50% is required (see schedule of fees) and is due upon signing of the Rental      
Agreement.  
Checks shall be made payable to: UUMAN  
and mailed to: Suzy Lamore 
               UUMAN Office Administrator 

11420 Crabapple Road 
Roswell, GA 30075 

 
There shall be a $50 charge for all returned checks. Once a reservation fee has been received, the 
building cannot be scheduled for any other event at that time, even a higher priority event, without the 
agreement of all involved parties. The reservation fee shall be applied to payment.  Fees will be 
charged in accordance with the attached rental fee schedule.  The attached schedule is a guideline, 
and fees are negotiable based on the purpose and the size of the activity; fees higher than those 
suggested may be assessed if warranted. 
 

9.  Payment in Full 
Payment in full, including the Event Manager Fee and Damage/Cleaning Deposits, is required two 
weeks prior to event to hold date/building.  Final payment shall not be refundable UNLESS the 
premises are rented for the same period, and in such case, monies collected for rental payment, 
up to the original payment amount, minus a $30.00 administration fee, shall be refunded to the 
canceling party. 
 

10. Deposits - A check-out list will be filled out at the end of the rental period. A copy of the 
check-out list is attached. 
Cleaning Deposit: A $300.00 Refundable Cleaning Deposit is required. The building must be 
completely cleaned and returned to its original condition by the renter to have the cleaning deposit 
refunded. This includes completely cleaning the kitchen/dishes and putting the sanctuary and/or other 
rooms back ready for worship or church use. 
Damage Deposit: A $300.00 Refundable Damage Deposit is required. The renter is responsible for 
the entire monetary amount of any damages, loss or repairs minus the $300.00 damage deposit. Any 
and all damage must be repaired in a timely manner and back to the original condition prior to the 
rental.  
Payment of Deposit: $600.00 total deposit in the form of a check is required for the cleaning and 
damage deposit. This check will be deposited in the UUMAN bank account. After the rental event, 
once the Event Manager, or designated representative, signs off that the premises were clean and 
undamaged, and keys are returned, the deposit money will be refunded. 
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11. Cancellation Policy 
A $30.00 administration fee will be charged for any and all cancellations.  The 50% reservation 
deposit shall be refunded for Monday-Thursday event, if cancelled with two weeks’ notice.  All other 
cancellations require 30 days’ notice to be refunded.  Cancellation after said period shall result in no 
refund UNLESS the premises are rented for the same period, and in such case, monies collected for 
rental deposit, up to the original payment amount minus the $30.00 administration fee, shall be 
refunded to the canceling party. 


