RESERVATION FORM

MLK MEETING ROOM
946 Dr. Martin Luther King, Jr. Drive, Kirbyville, TX  75956      (409) 423-4751 – Office     (409) 423-3396 – Fax

DATE OF EVENT:  ​​​​​​​​​​​​​​​​​_____________________________

NAME/ORGANIZATION: _________________________________________________________________

ADDRESS:
_____________________________________________________________________________
PHONE #: 
___________________________   ALTERNATE PHONE #’s:  ______________________________

Contact person / Responsible Party: ____________________________   Photocopy of I.D. attached
*Must be 21 or older to rent the facility
Address to Return Deposit (if different than above): _____________________________________________
Function type: (see list below)_____________________________  Approx. # of people expected: _______________
(Meeting, Banquet, Youth Event, Church function, Education/ Training, Exercise Program, etc.)
*Note: No smoking & no alcohol allowed!
Number of chairs needed _________ Number of tables* needed: (8’ tables) ____________ (6’ tables) _____________

* All tables must be covered with plastic tablecovering  
Have my own  
Will purchase from Pecan Grove

Important: (“Terms of Use” form, item #12):  Use of glitter, small confetti or feather boas of any kind will result in a loss of your deposit. 
Approximate hours facility will be in use:  ________ a.m./p.m. - ________ a.m./p.m. Guests must completely vacate premi- ses before 11:00 p.m. (Sun-Thu) & before 12:00 a.m. (Fri & Sat).  If not followed, Sec. Deposit will not be refunded!
Date Security Deposit Received: ________________  
Amount: _______ 
 Cash  
 Check (ck #)___________

Date Rental Fee Received:  __________________ 
Amount: _______
 Cash  
 Check (ck #)___________
SECURITY DEPOSIT (refundable within 14 days after event):   
$50 (less any damage or cleaning chgs.)
RENTAL FEES:  
Pecan Grove/RAB-sponsored events:   
No charge 


Public, non-profit events (for common good): 
$25

Tax-exempt, charitable groups:
$25

Resident use (private) for small group:
$50


Don’t wish to clean?:  Add extra charge of ………..
$20/hr. for contractor, with 2-hr. minimum)

Plastic table cover roll:
$2.00 per table
Acknowledgement

Renter must indicate (by initials) that he/she received, read, & understands each of the following Pecan Grove Community Center forms:  Terms of Use   __________
  Reservation Form  __________  Checklist  
__________
Initial here:  __________

“I have read and I understand the Terms of Use and Reservation Forms for the MLK Meeting Room and hereby agree to comply (and have all guests comply) with all requirements.  I further agree to complete all required items on the “Checklist” and TURN IN THE KEYS AND “CHECKLIST” TO THE DROP BOX AT THE MAIN OFFICE PRIOR TO 9 A.M. THE DAY AFTER MY EVENT, and I understand that failure to complete any items on the “Checklist” and/or failure to place the checklist in the drop box will result in some or all of the deposit being withheld, as well as additional charges for cleaning, damages and/or legal charges (if applicable).  I further agree to absolve Pecan Grove / Kirbyville Housing Authority and its employees/associates of any liability relating to the use of the facilities, including personal injury and personal property damage or loss that may occur on the premises.”
___________________________________________________

____________________________________

Applicant’s Signature






Date

The above information has been reviewed, and permission is granted for the use of the MLK Meeting Room by the applicant and his/her guests.
_______________________________________________

____________________________________
Approved by Executive Director




Date
OFFICE USE ONLY

Deposit Refund Date:  ____________________     Refund Amount: $__________   Check #: _____________
Cleaning Charges:   No   Yes  (Explain) _____________________________________________________
_______________________________________________________________________________________________Charges for Damages/Missing Items:   No   Yes  (Explain) ____________________________________________  _________________________________________________________________________________________   04/2015
