UNITED STATES ARMY GARRISON WIESBADEN

CHAPEL USAGE REQUEST FORM

Updated 30 March 2023

Previous versions are obsolete
DO NOT PRINT - DIGITALLY SUBMIT

PART I - REQUESTOR INFORMATION

1. NAME (Last, First MI) 2.RANK | 3a. DATE | 3b. REQUESTED DATE

CENA, JOHN CIV 3/30/23 7/4/23

3c. FROM - TO (TIME) | 4. UNIT or ORGANIZATION 5. READ SOP
0800-1500 WWE (®YES ONO

6. EMAIL [youcantseeme@wherehego.com| |7. CONTACT NUMBER| +492845640232

PARTII - EVENT INFORMATION

8. NAME OF EVENT |WRESTLINGWITH GOD (Genesis32:22-32)

9. TYPE OF EVENT |4 - RELIGIOUSEDUCATION EVENT 10. ATTENDANCE| 44
11. RELIGIOUS IN NATURE |YES 12. VOLUME MODERATE
13. FACILITY REQUESTED HAINERBERG CHAPEL
14. AREAS REQUESTED |U| ACTIVITY ROOM [J | KITCHEN
CLASSROOM [J] OUTSIDE AREA
CONFERENCE ROOM SANCTUARY

PART III - USER AGREEMENT
PLEASE READ BEFORE YOU SIGN

PRIORITY for property usage is Religious Services, followed by Memorial Service or Memorial Ceremony, Chapel
Auxiliaries, Religious Education, and then Chaplain-sponsored units or programs. Should any of the above priorities
arise after you submit this request and approved by the RSO staff - that event will have priority. The RSO will then
notify the below individuals as soon as possible. This may cause you to make other arrangements for your event. RSO
personnel or UMT personnel may assist you with your program or event; however, it is your responsibility to ensure all
areas are cleaned and returned to their original state.

- Non-religious events will NOT be entered as recurring events on either calendar.

- Use the Chapel Usage Checklist (page 2) to help you meet requestor responsibilities and expectations.

- The sponsoring chaplain will not sign as requestor (unless they are leading the event).

- Additional guidance will be received via an Outlook calendar invitation which will serve as your confirmation email.

- No request is valid unless signed by both the requestor and sponsoring chaplain.

- The SOP is in the attachments section (paperclip icon) of this pdf.

- The RSO will NOT supply items for your event outside of the space requested, chairs, tables, and cleaning supplies.

- Add any additional details pertaining to your event that you feel should be known included in the Notes section (page 2).

REQUESTOR:|CENA, JOHN SIGNATURE:

CHAPLAIN: |CH (MAJ) WILL C.PAYNE | SIGNATURE:

APPROVED BY RSO (@) YES (O) NO | ENTERED [3/31/23 ||BY|SGTFLICSTEIN
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UNITED STATES ARMY GARRISON WIESBADEN

CHAPEL USAGE CHECKLIST

Updated 30 March 2023

Previous versions are obsolete
DO NOT PRINT - DIGITALLY SUBMIT

PART I - ALL AREAS
PLEASE READ BEFORE DEPARTING

- Sweep, mop, and/or vacuum any floor space used.

- Empty all garbage receptacles (replace trash bags as needed).

- Return all tables, chairs, and other equipment used to its original storage areas.
- Turn off all lights and secure all windows and doors.

- Ensure the area used looks like it does in the attachment section (paperclip icon) AFTER your event.

PART II - ACTIVITY ROOM
ALL ITEMS BELOW ARE IN ADDITION TO PART I

- Ensure all electronics are turned off and returned to their original areas.
- Refer to the attachments section (paperclip icon) of this pdf to see what the area should look like after your event.

PART III - KITCHEN and LOUNGE AREA

- Ensure the center island and all side counters are clear of your items and/or any debris/trash left behind.
- Remove your remaining groceries not used from all refrigerators (unless you are donating unopened items).

- Should something spill, leak, stain, etc. - ensure the inside of the refrigerator is wiped out and cleaned.
- Ensure faucets are off and all appliances used (not including the refrigerator) are turned off.

- Remove anything left behind in lounge area, wipe down tables, and reset the chairs.

PART IV - CONFERENCE ROOM

- Do not remove any HDMIs or USBs from the room without RSO approval.
- Reset the chairs and table to their standard configuration after your event.

PART V - CLASSROOM

- Do not remove any HDMIs or USBs from the room without RSO approval.
- Reset the chairs and table to their standard configuration after your event.
- Ensure all personal items have been collected and returned to their owner or placed in the lost and found.

PART VI - OUTSIDE AREA

- Ensure no trash or debris is left behind and grounds are returned to their original state.
- The entire grassy area does not belong to the RSO; only 60-70% starting from the parking lot closest to the chapel.
Keep this in mind when planning your events.

PART VII - NOTES SECTION
ADD ADDITIONAL INFORMATION HERE

EXAMPLE - REQUIRE A MICROPHONE.

EXAMPLE - MAKE THAT TWO MICROPHONES.

PART VIII - TEAR DOWN and CLEAN UP

-3- | [STEVE AUSTIN

-1- | DWAYNE JOHNSON

-2- | SHAWN MICHAELS -4- | IROB VAN DAM
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DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON WIESBADEN
UNIT 29623 BOX 22
APO AE 09005-9623

AMIM-WBG-CH (165) 01 January 2023
MEMORANDUM FOR Wiesbaden Chapel Staff, Unit Ministry Teams Assigned,
Attached, Mobilized and Tenant Organizations
SUBJECT: Religious Support Office Chapel Facility Usage Standing Operating
Procedures (SOP)
1. REFERENCES:

a. Army Regulation (AR) 165-1, 15 June 2015

b. Clay Chapel Sunday Service SOP

c. Hainerberg Chapel Sunday Service SOP

d. 18 USC 209

e. AR 190-51 (Security of Unclassified Army Property (Sensitive and Non-
sensitive)), 27 June 2019

f. ATP 1-05.02 (Religious Support to Funerals and Memorial Ceremonies and
Services), 27 November 2018.

g. FM 1-05 (Religious Support), 21 January 2019
h. RS Task List, US Army Chaplain Center and School, 24 September 2015.

i.  DoD Instruction 1300.27 Guidance on the Acquisition and Use of Service Dogs
by Soldiers, January 7, 2016

2. PURPOSE: to establish authoritative instructions for the reservations and use of
facilities assigned to Garrison Commander and supervised by the Religious Support
Office (RSO). This SOP outlines the types of events or programs the RSO can support
and the rationales for priority in relation to other requests. Ministry operations must be
flexible to community needs and Command guidance, and, therefore, are subject to
change. As a result, the following policies and procedures are standing at the time of
publication and not standardized. This SOP applies to both chapels at Clay and
Hainerberg and the Religious Education Center, currently building 07781.





IMWB-RS SUBJECT: Wiesbaden Chapel Facility Usage (SOP)

3. MISSION. To support the free exercise of religion and promote high morale and
morality among members of the Unit Ministry Teams (UMTs) and the worshipping
community through effective planning, programming and supervision.

4. FACILITY USAGE: Chapel facilities are dedicated facilities for religious services and
activities for the spiritual and moral welfare of assigned military personnel and DoD
Civilians, their Family members registered in DEERS, and retirees. Other individuals
with installation access may attend religious programs that are open to the public.
When no formal religious service or program is scheduled, chapel facilities are available
to people of all faiths for meditation and prayer. No fees will be charged, received, or
prescribed for the use of chapel facilities or by any Chaplain or Religious Affairs Specialist
(see 18 USC 209). When facilities are not in use, appropriate community activities may
be conducted under the supervision of a sponsoring UMT member from the unit or
organization making the request. Appropriate activities are those which do not detract
from the perception of sacred space dedicated to the spiritual well-being of individuals.
Facility hours are from 0900-1130 and 1300-1700. Community events scheduled in
Wiesbaden chapel facilities must abide by the following guidance:

a. Any non-Chaplain led program in the chapel must have a UMT sponsor. The
sponsor will ensure the facility and equipment are in proper order as received.

b. Alcoholic beverages, other than sacramental wines, will not be brought into the
chapel facilities or on chapel grounds.

c. Animals are not permitted indoors, except documented service animals.

d. No one will make any changes, permanent or temporary to any part of the facility
or chapel grounds without the express consent of the Senior Religious Affairs
NCO before the event or program takes place.

e. All furnishings (chairs, tables, wall hangings, etc.) must remain or be returned to
storage as positioned. Exceptions require prior approval by the RSO NCOIC.
Damages (permanent marks, holes, writing, etc.) may result in future restrictions
and legal action. Loss of any property will be recouped from the sponsoring
UMT member.

f. In order to mitigate distractions to religious services and programs, no more than
one event will be scheduled in one chapel on any given day at the same time.

g. Only DOD computers or devices may be plugged into computer ports. Any
personal computer or device plugged into computer ports will be subject to
guarantine for inspection by Garrison technical support.

(1) First offense: Chapel personnel will notify user’s Chain of Command.

(2) Second offense: Loss of facility usage for 180 days.





IMWB-RS SUBJECT: Wiesbaden Chapel Facility Usage (SOP)

(3) Third offense: Barred from usage for one year.

h. If work or service orders need to be submitted, it is the responsibility of the
sponsoring UMT to notify the RSO NCOIC NLT close of business the next day,
whether the necessity of the work order was caused by the group or not.

i. The sponsoring UMT will ensure that the facility and or grounds utilized are
properly cleaned and restored to the configuration as posted in that room, as
outlined in the Sunday service SOP or a configuration approved by the RSO
NCOIC prior to the event.

. Itis the responsibility of the sponsoring UMT member or POC listed on the
chapel request form to make prior arrangements for chapel keys with chapel staff
the event falls outside of normal duty hours (0900-1130 and 1300-1700).

5. PRIORITY OF USAGE: The following instructions apply.

a. An event may be canceled due to a higher level priority event taking place (e.qg.,
a Memorial Service/Ceremony, Command-directed program, etc.). All efforts will
be made to avoid cancelation. However, if a cancelation occurs the RSO wiill
quickly attempt to notify the POC per the information on their reservation form.

b. Programs and events will be scheduled utilizing the following criteria:

(1) Regularly Scheduled Religious Services which include rites,
sacraments, ordinances, and worship supersede all other activities.

(2) Memorial Ceremonies/Services

(3) Regularly occurring chapel auxiliary programs such as Protestant
Women of the Chapel (PWOC), Catholic Women of the Chapel
(CWOC), Mothers Café, Wednesday Night Alive (WNA)

(4) All other religious programs to include Religious Education, marriage
seminars, holiday meals, chapel volunteer training, etc.

(5) Appropriate community programs for spiritual resilience: e.g., training
in EEO or SHARP, unit holiday functions, Changes of Command or
Responsibility, retirement ceremonies, etc. may utilize the activity
multifunction room downstairs or conference room upstairs.

6. UNSUPPORTED EVENTS: The following types of programs or events are those that
Wiesbaden Chapels cannot support in Chapel facilities as they would detract from the
perception of sacred space. It is important to note that this list is not comprehensive
and your event, even though it may not fall into one of the below categories may not be





IMWB-RS SUBJECT: Wiesbaden Chapel Facility Usage (SOP)

supported in Wiesbaden Chapel facilities. Wiesbaden Chapels are cleaned every
Thursday from 1200-1500 during regular weeks and on Wednesday at the same time of
4 day weekends. Events that are intending to occur after chapel cleanup is completed
will not be approved. Any and all exceptions to the policies outlined in this SOP will be
made on a case by case basis by the Garrison Chaplain or his/her designee.

a. Training to conduct combat: weapons, warrior battle drills, etc.
b. Urinalysis collection or holding area

c. Fund-raising not directly for the Chapel, Tithes, and Offering Fund with prior
approval by the RSO, and supervised by a Religious Affairs Specialist on duty.

d. Personal events not of an explicitly religious nature: baby showers, birthday
parties, music recitals, anniversary parties, family reunions, etc.

e. Any event whose primary audience or attendees are not military personnel, their
families, DOD employees or retirees

f. Any event (religious in nature or otherwise) that takes place after 1500 on
Thursday (or Wednesday of a 4 day weekend) through Sunday evening. Given
the limited staff of the RSO, this is necessary to ensure the readiness of Sunday
morning worship services.

7. FACILITY REQUEST PROCEDURES: All facility request forms require complete
and legible information so the RSO can process the request in a timely manner. It is the
responsibility of the requestor gain a UMT sponsor’s signature and to follow up with
RSO on the status of their request. All request forms must have the signature of the
sponsoring UMT member before processing by the RSO. As of the publishing of this
SOP, all facility requests are reviewed, approved and scheduled based on the above
criteria by the Funds Technician. The Funds Technician will bring any questions or
concerns regarding facility requests to the RSO NCOIC. The Garrison Chaplain is the
final authority for all chapel facility requests. Once your event has been scheduled you
will receive a confirmation email from the Funds Technician authorizing your event or
program to take place. Do not publish or advertise your event or program until you
receive confirmation. Unless the event has an unusually high priority (e.g., a memorial),
requests will be processed in the order of the dates their completed requests are
submitted.

8. Requests for exceptions must go through the Garrison Chaplain and then to the
Garrison Commander.

9. POINTS OF CONTACT (POC):
Garrison Chaplain Chaplain (LTC) Steven D. Smith  548-5176

Senior Religious Affairs NCO SFC Travis O. Kennedy 548-5177





IMWB-RS SUBJECT: Wiesbaden Chapel Facility Usage (SOP)

Funds Technician SPC Davontae D. Carter 548-5175

10. The POC for this memorandum is the undersigned at DSN 314-548-5176, COM
0611-143-548-5176 or steven.d.smith214.mil@army.mil.

SMITH.STEVEN.DU pigitaly signed by
SMITH.STEVEN.DUANE. 1208237965

ANE.1208237965  Date:2023.02.09 15:55:57 +0100
STEVEN D SMITH

Chaplain (LTC), USA
Garrison Chaplain



mailto:steven.d.smith214.mil@army.mil
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	NAME (Last, First MI): CENA, JOHN
	READ SOP: YES
	APPROVED BY RSO: YES
	RANK: CIV
	UNIT or ORGANIZATION: WWE
	NAME OF EVENT: WRESTLING WITH GOD (Genesis 32:22-32)
	TYPE OF EVENT: [4 - RELIGIOUS EDUCATION EVENT]
	RELIGIOUS: [YES]
	EMAIL: youcantseeme@wherehego.com
	DUTY OR CELLPHONE: +492845640232
	#: 44
	VOLUME: [MODERATE]
	FACILITY REQUESTED: [HAINERBERG CHAPEL]
	ACTIVITY ROOM: Yes
	CLASSROOM: Off
	CONFERENCE ROOM: Off
	KITCHEN: Yes
	OUTSIDE AREA: Yes
	SANCTUARY: Off
	CHAPLAIN NAME: CH (MAJ) WILL C. PAYNE
	ENTERED ON CALENDAR: 3/31/23
	ENTERED BY: [SGT FLICSTEIN]
	REQUESTED DATE: 7/4/23
	DATE: 3/30/23
	TIME: 0800-1500
	NOTES: EXAMPLE - REQUIRE A MICROPHONE.
	NOTES 2: EXAMPLE - MAKE THAT TWO MICROPHONES.
	CLEAN UP CREW: DWAYNE  JOHNSON
	CLEAN UP CREW 2: SHAWN  MICHAELS
	CLEAN UP CREW 3: STEVE  AUSTIN
	CLEAN UP CREW 4: ROB VAN DAM
	TD2:  -2-
	TD3:  -3-
	TD1:  -1-
	TD4:  -4-


