South Jackson Community Center

Request for Reserving Center

Date of Request: _______________                   Time of Request:________________

Request done by:     phone call _____            in person______

Date(s) Inquiring about:  ________________________________________________

Staff on duty at time of request   __________________________________________

Name of Person(s) making request:      _____________________________________

Address:               _______________________________________________________

                               _______________________________________________________

Phone Numbers:  

home ________________    work   ___________________ cell ______________-

Contract/deposit due by: (two weeks from above date)_________________________

Staff please explain the following:

· Rental rates:  $300 for first three hours, $40 for each additional non-holiday

      hour, or $50 for each additional hour on holidays or holiday weekends

· All set up, decorating and tear down time must be included in the total hours needed for the event.  

· You may decorate or bring things in on Friday from 1:00-4:00 pm with no charge.  You do so at your on risk, especially if you are decorating for an event on Saturday or Sunday.  While the building will be secured when staff departs on Friday, the City of Jackson and its employees are not responsible for vandalism or acts of nature.

· Doors to center will open fifteen minutes prior to the start of the scheduled event.

· Reservations requiring JRPD staff require a two-week notice.

· The center is not reserved for you until a contract is signed in person and deposit is paid.

· Request for penciling a person in for a particular date is only good for two weeks.  A contract must be signed by two weeks from today if you decide to book this center.

· Additional hours can only be added to contract with a two week notice.  Additional hours must be approved by one or more of the following three people in order of names listed:   Linda Kauffman, center manager, Sylvia Gortney, Supertindent of Recreation, or Ricky Yates

· Available items:  range for warming purposes only; microwave, refrigerator, ice

· Pool table and piano available for rent with additional security deposits.

· Pool table $150 deposit; piano  $50 deposit  (deposits kept in center and refunded provided there is no damage to equipment or property)

· Tables and chairs are set-up by staff.  Please tell us how you would like the room set up one week prior to your event.

· Clean-up:

1. Kitchen must be left like you find it.  Floors swept, mopped.  Trash taken out.  No cooking oil can be placed in our trash.  Counters cleaned.   

2. Assist staff in taking trash outside.

3. Please assist in taking care of spills during event.

4. Wipe tables off.

5. Help put up chairs and tables, especially when using more than 10 tables and 100 chairs.

6. Notify staff or any problems.

7. Staff will sweep and mop hall and meeting room after the event.  

