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APPLICATION FOR BUILDING USE

Organization
_______________________________________________________________________

Contact Name
_______________________________________________________________________

Billing Address
_______________________________________________________________________

City
__________________________________  State  ____________  Zip  _____________________

Phone
__________________________________  Fax  _______________________________________

Purpose of Meeting  _____________________________________________________________________

Date of Event  ______________  Time and Duration  ___________________  Time to Set-up  __________

Set-up Requirements:   



How many attendees anticipated _______________

( refer to layout choice attached.  Check one )
Head Table(s)  ______  How many at each  _______

· Boardroom Style



Other tables:  (registration, brochures, etc.)  _______

· Boardroom Hollow

· Boardroom Horseshoe


Special Instructions for Set-up:

· Classroom 


              

· Chevron




__________________________________________

· Theater






· Reception



__________________________________________

· Theater






· Other  ___________________________
__________________________________________

Other Information for Set-up:  ( check all that apply )

(  )  Flip charts & markers $15

(  )  Dry Board and markers $10 

(  )  PowerPoint Projector $35

(  )  Conference Telephone $15



(  )  Microphone $15
Refreshments:  

(  )  Bottled Water $ 1.00 each
(  )  Soft Drinks  $ 1.00 each     
(  )  Coffee $1.00/cup - $10.00/urn
Any food to be served must be catered by a Chamber member and will be at your discretion and arrangement will be your responsibility. A list of catering services available from the Chamber.
How would you like the meeting sign to read on hallway plaque: __________________________________

A building key may be picked up at the Chamber office the day prior to the event and returned the following day.  Please name the person responsible for the key.  __________________________________

Signed ________________________________________________________________________________

Title  _____________________________________________  Date  ______________________________

* Please note, signatures must be on file at the Chamber office no less than 72 hours before your meeting or event.
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BUILDING USE HOLD HARMLESS


Organization  ___________________________________________________________


Contact Person  _________________________________________________________


Address  _______________________________________________________________


City  _____________________________  State  ________  Zip  __________________


Phone Number  _________________________________________________________


Purpose of Building Use  __________________________________________________


On behalf of the above-named organization, I hereby agree to abide by the attached Building Use Policies of the Chamber of Commerce of Goshen, Inc. and the guidelines for use of the Chamber meeting rooms.  The organization I represent accepts all responsibility for conducting our activities and behavior in a manner, which is respectful to the Goshen Chamber of Commerce, it’s tenants and neighboring businesses.  We understand that the Goshen Chamber of Commerce, Inc., it’s agents and/or employees are to be held harmless of any liability associated with a meeting or event.


Signed  _________________________________________________________________


Date  _______________________________


*please note – signatures are to be on file in Chamber office no less than 72 hours before your meeting or event.
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Goshen Chamber of Commerce



BUILDING USE POLICIES



The Goshen Chamber of Commerce maintains a non-smoking private facility.  All arrangements are subject to approval by the President and/or Board of Directors.



Members:



Members Only of the Goshen Chamber may rent space for business commercial and non-commercial use for the amount of $20.00 per hour per room (set-up/reset time excluded) with a maximum of $100.00 per room per day plus maintenance and set-up fees.  No deposit is required.  A cancellation fee equal to the Chamber’s actual cost of preparing for the event is charged.  Members may not rent the facility on behalf of another group, business or organization.



Non-Profit/Community Groups:



Generally, it would be acceptable for Chamber building space to be used at a rate of 50% of the published rate for organizations whose purpose is not counter to Chamber objectives, goals, and activities.  In all cases and without regard to the organization, group or committee, granting of building use is at the Chamber’s discretion.  Chamber members will receive priority in booking space. 


Maintenance and Set-up Charges:



Normal charge per set-up is $30.00.  Set-ups requiring more than 2 hours time will be billed at $20.00 per hour for each additional hour.  This charge includes the set-up and tear down of tables, chairs, and meeting supplies.  Fee for normal set-up is based on two hours. To avoid possible damage, Portable wall-dividers in the large conference room are to be set up/taken down only by Chamber staff with the set up fee required.   Multiple set-ups for the same event or use of more than one room will be negotiated on an individual basis.  This charge may be waived if no set-up or tear down is required, however the room must be returned to the standard board room setting.  



Equipment Rentals:



The Chamber may rent equipment to the user.  The Chamber’s Executive Committee will set the rates for any such equipment.



Building Access:



A key and/or access to the building may be issued for after-hours use.  The key can be obtained at the Chamber office during business hours up to one day before the event and returned the day after.  Please note:  Outside doors should never be propped open for security reasons.


Liability:



Regardless of Chamber membership status,  the renting party assumes and holds the Chamber of Commerce of Goshen, Inc., it’s agents and/or employees harmless of any and all liability associated with the meeting or event.  Parties using the space may be required to sign such documents per request by the Chamber.
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Goshen Chamber of Commerce


BUILDING USE POLICIES


The Goshen Chamber of Commerce maintains a non-smoking private facility.  All arrangements are subject to approval by the President and/or Board of Directors.


Members:


Members Only of the Goshen Chamber may rent space for business commercial and non-commercial use for $20.00 per hour per room (set-up/reset time excluded) with a maximum of $100.00 per room per day plus maintenance and set-up fees.  No deposit is required.  A cancellation fee equal to the Chamber’s actual cost of preparing for the event is charged.  Members may not rent the facility on behalf of another group, business, or organization.


Non-Profit/Community Groups:


Generally, it would be acceptable for Chamber building space to be used at a rate of 50% of the published rate for organizations whose purpose is not counter to Chamber objectives, goals, and activities.  In all cases and without regard to the organization, group or committee, granting of building use is at the Chamber’s discretion.  Chamber members will receive priority in booking space. 

Maintenance and Set-up Charges:


Normal charge per set-up is $30.00.  Set-ups requiring more than 2 hours time will be billed at $20.00 per hour for each additional hour.  This charge includes the set-up and tear down of tables, chairs, and meeting supplies.  Fee for normal set-up is based on two hours. To avoid possible damage, Portable wall-dividers in the large conference room are to be set up/taken down only by Chamber staff with the set up fee required.   Multiple set-ups for the same event or use of more than one room will be negotiated on an individual basis.  This charge may be waived if no set-up or tear down is required. 


Room Regulations:


The room must be left in a neat, clean, and orderly condition after your event.  Trash taken out and tables and chairs left like you found them.  If these conditions are not met, a Room Clean-up fee or the actual cost of cleaning, whichever is higher, will be charged and notice will be given to the group.  Individuals holding events assume responsibility for any damage to rooms, contents of equipment used will be charge for any necessary repair or replacement.

Equipment Rentals:


The Chamber may rent equipment to the user.  The Chamber’s Executive Committee will set the rates for any such equipment.


Building Access:


A key and/or access to the building may be issued for after-hours use.  The key can be obtained at the Chamber office during business hours up to one day before the event and returned the day after.  Please note:  Outside doors should never be propped open for security reasons.

Liability:


Regardless of Chamber membership status, the renting party assumes and holds the Chamber of Commerce of Goshen, Inc., it’s agents and/or employees harmless of any and all liability associated with the meeting or event.  Parties using the space may be required to sign such documents per request by the Chamber.



