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RESERVATION & RENTAL
Thank you for choosing the Heber Springs Conference Center for your upcoming event. The following is information to help you in your planning process.
SEATING CAPACITY
				Room A		Room B		Room A & B
Main Floor Seating	    32			    32			      64
(Classroom Style)
Upstairs Seating		   128			    128			      256
(Banquet Style)
[bookmark: _GoBack]Multi-Purpose Gym	Banquet – up to 800		       Concert- up to 900-

(A)ROOM RENTAL RATES
                                (Includes Usage of Room, Set-Up, and Clean Up)
   						Monday-Thursday                    Friday- Sunday	
MAIN FLOOR (Classroom)	            3hrs      6hrs     12hrs	         3hrs       6hrs      12hrs		
_____ Meeting Room A		          $112.50   $150	   $225              $117.50   $160       $245
_____ Meeting Room B (Kitchenette)         $115	  $155     $235	             $120	     $165       $255
_____ Rooms A & B (Social Hall)	          $225        $300	   $450  	 $237.50	   $350       $500

UPSTAIRS (Banquet)                                3hrs       6hrs     12hrs	  3hrs      6hrs     12hrs
_____ Conference Room A		          $125        $175	    $275	 $137.50   $200      $325
_____ Conference Room B (Kitchenette)    $135        $195      $315  		 $150        $225      $375
_____ Rooms A & B (Banquet Hall)	          $262.50   $375      $600             $287.50   $425      $700

GYMNASIUM                                     3hrs       6hrs     12hrs	          3hrs      6hrs     12hrs
_____ Gym Floor ONLY		          $187.50   $375     $750.00        $225       $450       $900
_____ Multi-purpose Gym		          $1050      $1800   $3300           $1175     $2050     $3800
(Includes Stage, Audio & Visual Equipment)
						3hrs       6hrs     12hrs	            3hrs      6hrs     12hrs
ENTIRE FACILITY		        $1750       $3000   $5500		 $2000      $3500    $6500
(Community Center Only)                                                                          
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STANDARD EQUIPMENT AVAILABLE
60” Round Tables, 8 chairs per table (Banquet Style)
6’ Rectangle Tables, 2 chairs per table (Classroom Style)
Ice Machine- Coffee Maker (Rooms B main & upper floor)
Full Size Refrigerator with Freezer & Microwave (Kitchenette only)


RENTAL GUIDELINES

OVERTIME RENTAL
Rental Rates are calculated as a 3 hour rental, a 6 hour rental or a 12 hour rental per day
Allowing (2) six hour venues per day per room. 
Any venue going over the standard 6 hours, allowing only one venue that day will be charged as followed:
	$50 per hour for classroom/banquet rooms
	$100 per hour for Gym Floor ONLY
	$150 per hour for multi-purpose gym
	$250 per hour for Entire Facility



(B) SPECIALTY EQUIPMENT RENTAL

______ $40 per day/$20 per ½ day or less - Audio/Visual – Wireless and/or lapel mic
______ $0.50 per place setting – (tumbler, coffee cup, plate, dessert plate, silverware)
		    (Indicate number needed)
	Place Settings _____
______ Linens – Table Cloths - $3.50 each and Napkins $.50 each 
		    (Indicate number needed)
	Table Cloths ______
	Napkins        ______ 
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HOLIDAYS

Holiday Rates are applied during the Holiday Season and Holidays that the Community Center is open. Holiday Season begins one week prior to Thanksgiving and extends through January 2nd.
$10 Extra/ Hour for Room Rental 


CATERING KITCHEN

Use of the catering kitchen is $150 for two hours with $35 per hour for each additional hour of kitchen use. A separate contract must be negotiated with the caterer. Caterer is responsible for any damages done to kitchen while in use.

VENUE DEPOSIT

A deposit of half of the venue fee is required to secure a date for the venue. This deposit will be applied toward the balance of your total rental balance. This deposit is due upon signing of the contact.

Dates are available on a first-come, first-serve basis. There will be no temporary or tentative holds on calendar dates and times. The venue is not books until the contract is signed and returned with both the Security Deposit and the Venue Deposit.


SECURITY DEPOSIT: $100.00

A Security Deposit is required for all events in the amount of $100. This deposit is refundable within 10 (ten) business days, after the venue, considering all Rental Regulations are followed and the management agrees that the facility was left in an acceptable condition. Possible damages exceeding $100 will be charged accordingly.





· ______________ (Initial Here) I have read and understand the Reservation and Rental information provided.
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RENTAL AGREEMENT

Name of Responsible Party: ______________________________________________________ 

Business Name: __________________________________________________________________________

Contact Person (s): _______________________________________________________________________

Address:  ___________________________ City:  ____________________________________

State:  _____________ Zip:  ____________ Phone:  __________________________________

Cell Phone:  ________________________ Fax # (if available) ________________________________

Type of Function:  _____________________________________________________________

Rental Date:  ___________ Number of Guests: _________ Event Time:  __________________

Room (s) Being Rented:  ________________________________________________________

Additional Equipment Being Rented or Details Needed
____________________________________________________________________________________________________________________________________________________________________________________

(A) Room Rental Fee:					= $______________
(B)  Audio/Visual:					= $______________
Place Settings # Needed _____ @ $0.50 each 	= $______________
      Linens
Table Cloths # Needed   _____ @ $3.50 each 	= $______________
Napkins # Needed	         _____ @ $0.50 each    +	= $______________
TOTAL Venue Fee:					= $______________
Venue Deposit:					-	= $______________
SUBTOTAL:						= $______________
Balance Due:						= $______________		
SECURITY DEPOSIT:  Date Paid: _________ M.O.P. _____Cash _____ Check # ________
				 Received By: _________________
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RENTAL RULES & REGULATIONS


Clients shall have access to the room rented only during the specified times and only after checking in at the Front Desk to make payment. This allocated time shall include Client’s set-up, catering deliveries, decorating, and removal of persons, personal belongings, rental equipment and display materials.

__________ (initial)

Items brought in for the venue may not be left overnight. The Heber Springs Community Center and/or facility management are not responsible for damages or loss to personal property of the client, guest, invites, independent contractors and/or entertainers/vendors, which is left on the premises before, during and after the venue.  

__________ (initial)

The party leasing the room shall assume all responsibility for all actions of their guest(s) and shall allow no unlawful or disruptive activities. The venue shall be supervised during the entire period of use by the client. A chaperone must accompany anyone under the age of 18. Children must be closely supervised by a responsible adult at all times. No pets allowed in the facility unless approved.

___________ (initial)

Attendees agree to use specified rented areas ONLY. Attendees agree not to use other office work areas, staff computers, phones or the other areas of the building.  Use is limited to the common and public areas such as restrooms and entry way along with the room rented.

__________ (initial)

Clients may use only a Heber Springs Community Center approved caterer. The Caterer chosen is responsible for signing an agreement with the HSCC prior to the venue date. Specialty food items must be approved by Management. Approval of specialty foods does not in any way obligate the Heber Springs Community Center to any resulting situations. Because of limited kitchen equipment, most foods must be prepared before the time of rental.

__________ (initial)
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No decorations may be affixed to any wall, ceiling or light fixture with tape, nails, tacks, screws, staples or any type of adhesive. No staples or tape are to be used on tables. No candles may be used unless they are “flameless” candles. No glitter, sprinkles, bubbles, “silly string”, or confetti may be used in the facility. Garlands, ribbons, etc. may be used on exterior entry railings or doors with permission. Couches, chairs and end tables must remain in original location, they cannot be moved.

__________ (initial)

The use of alcoholic beverages on City property is strictly prohibited. Heber Springs Community Center is a tobacco-free facility. Smoking is not permitted anywhere on the property.

__________ (initial)

Bands and DJs are permitted in the facility during the venue. Any special requirements necessary for the band or DJ system are to be brought to the attention of the management at least 2 weeks prior to the venue date. These requirements may be charged as an additional expense. Equipment can only be delivered on the day of the venue, assisted by management and must be removed immediately following the end of the venue. Problems with equipment belonging to the facility must be reported immediately to management when detected.

__________ (initials)

The Heber Springs Community Center management reserves the right to require security services when deemed necessary. The person who reserves the facility is responsible for coordinating plans with the management, scheduling qualified security officers and paying the officers.

__________ (initials)
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CANCELLATIONS


All cancellations must be submitted in writing. HSCC reserves the right, at any time, prior to or during the use of the facility to cancel the reservation and terminate the agreement in the event of emergency, physical damage to the building or other occurrence which at the sole discretion of the HSCC renders unsuitable or unsafe for use. In the event that the reservation and this agreement are terminated pursuant to this provision, HSCC will refund the rental fee. HSCC shall not however be held responsible for any direct, indirect, incidental or consequential damages resulting from such termination.

Cancellations given up to 60 days prior to venue, results in a FULL refund.

Cancellations given up to 30 days prior to venue, results in a 50% refund. 

No refund given without a 30 days’ notice of cancellation.

If the group does not appear at the scheduled time, client shall be responsible for the full venue fee.


________________________________________                      _____________                       Signature of person responsible for compliance					    Date


I understand by signing the above, I am personally responsible for (a) the prompt payment of all amounts due and owing the City of Heber Springs and (b) compliance with all rules and regulations set forth. My questions regarding use of the Heber Springs Community Center have been answered in full by the staff and/or management.

__________ (initial)
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PARKS & RECREATION




