GLENNVILLE CITY COMPLEX

UTILIZATION REQUEST FORM

The use of the facilities with in the Glennville City Complex is regulated by established policies and procedures.  Approval of this request is contingent upon availability of the facilities on the dates and times specified by this request.  Requests should be made at least thirty days prior to the event.  Utilization fees will be assessed for use of the Auditorium.  The utilization agreement and a non-refundable deposit of $100.00 are required to reserve the Auditorium.  The balance is due two weeks prior to the event.  The USER will be held responsible for any damages incurred during use of the facility.

1) Name and address of organization / agency requesting use of the facility:
Name:________________________________________________________________________
Address:______________________________________________________________________
City / State / Zip:_______________________________________________________________
Phone:_______________________________________________________________________

2) Contact Person:______________________________________________________________
Social Security Number:______________________  Federal I.D. Number:_________________
Home Telephone Number:_____________________  Work Number:_____________________
3) Purpose for which facility will be used:___________________________________________
_____________________________________________________________________________

4) Estimated number of participants:_______________  Estimated attendance:______________

5) Will admission fee be charged?    Yes ________   No ________
If so, what is the amount of the admission fee? _______________

6) Preferred date(s) for event:_____________________________________________________

Preferred time(s): Event will begin:___________________  Event will end:________________

7) Rehearsal date(s):____________________________________________________________
Rehearsal time(s): Will begin:_______________________  Will end:_____________________

Other comments:_______________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

User’s Signature:_____________________________________  Date:_____________________

GLENNVILLE CITY COMPLEX

FEES AND LEASE AGREEMENT

AUDITORIUM RENTAL

Base Rate:
Auditorium: $450.00 (includes janitorial fee)>> $450.00 X _____ = $______________
Fee includes main event and up to two rehearsals, not to exceed three hours each. 

Extra Rehearsals: $75.00                              >> $75.00 X _____  = $______________

Extra rehearsals are defined as any rehearsal not covered under base rate.  The fee for extra rehearsals will be $75.00 for a three-hour period.  Extra rehearsals must be requested at the time the lease agreement is signed.

Janitorial Fee:                                               >> $_____ X _____  = $______________
Fee insures that the facility will be cleaned prior to your first entry into the facility and after the main event.  Cleaning between the rehearsals and the main event will be the responsibility of the USER.

Personnel Fees:

All personnel fees are the responsibility of the USER.  Technicians must be approved by the Complex Authority and have had appropriate training.  It is the USER’S responsibility to contact an approved technician and negotiate work schedule and fees.  Fees are to be paid directly to the personnel.

Damage Fee:

A damage fee may be assessed, if damage occurs due to said USER not following policies outlined in the utilization agreement or neglect on the part of USER.

TOTAL UTILIZATION FEE………………………………… $____________

Date of Payment


Amount of Payment


      Balance Due

______________


_________________


_________________

______________


_________________


_________________

______________


_________________


_________________

Fifty percent of all fees are due along with signed agreement, two weeks prior to the scheduled event.  The balance of the total fees are due no later than twenty-four hours prior to the event.

The USER hereby acknowledges that he/she has read, understands, and agrees to all operational policies, personnel requirements, and fee schedules associated with the use of any facility within the Glennville City Complex.

This agreement is executed as of this _________ day of _______________,20___,

By and between the Glennville City Complex Authority or their representative and the USER, for the use of said facility/facilities within the City Complex.

Signed:


USER: Person Responsible





Date


City Complex Authority or Representative



Date

· A list of approved technicians and their phone numbers is attached

· A list of all sound and lighting equipment is attached

