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ROOM RESERVATION APPLICATION

Name Organization(if any):

Will this evert be primarily attended by Buda residents?  Yes / No (circle one)

Will participants pay to attend oisolicited tobuy anything at this event? Yes |/ No (circle one)
Address City: ZipCode:
PrimaryPhone: SecondaryPhone

EmailAddress:

DATE REQUESTRooms may be reserved up to-88ys in advancg

Date(9: UseTime: to Kee hours availabldnclude set up and tear down.
Date(9: UseTime: to (See hours availableclude set up and tear down.
Date(9: Use Time; to (See hours availableclude set up and tear down.

Event Description

Estimated Attendance: Function(Check One): Private _Public Fund Raiser____

Is this aCommercial, Private RentalPolitical, or FaithBasedActivity Event Yes / No (circle one)

If yes, avertising and promotional material mube attached to the application antbntain the following language in
aATS mn F2yid 2N fI NBSNY G¢KAE SOSyld Aa y20G aLkRyaz2NBR:
ALL PROMOTIONAL MATERIALS MUST BE APPROVED PRIOR TO DISTRIBUTION.

ADDITIONAL SUPPLIED/OREQUIPMENT REQUEST:

Will youneeda projector? Yes / No (circle one) If yes, you must bring youmm laptop or device. If your
device is a MAC ComputeiQu must bring youown HDMI or VGA cable.

Will youneed aPA System/Sound Amplificatich Yes / No (circle one)

Will you provideDirectional Signagé Event Announcemers? Yes |/ No (circle one)
- Signageor Announcementmayonlybe displayed on the day of the eveign Displagtandavailable for8¢E m oré
114E ™ siZesigns
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Room Hours Other Uses

Room/Facility Capacity Available Per Hour / All Day SELECTION
Library Classroom 18 8 amg 10pm $25 / NA
Library Craft Room 36 LibraryBusinessHours $25/ NA
Library Conference Room 12 LibraryBusinessdours $25 /NA
City Hall/Library MultPurpose Room 146 8 amg 10pm $150/ $750

City Hall/Library Council Chambers

75 8 amq 8 pm 150/ $750
(limited use only) cEP $ $
City Hall/Library Lobby . . $200 /$1,500
200 |City HaINoncO ting H
(non-operating hours only) ty nalfifoncbperating Rour 4-hr minimum
Processing Fee for payments made via Debit/Credit Card $2.75
TOTAL

Cleaning Fee: A cleaning fee will be assessed if the room is not cleaned or returned to its original state. The fi
based on thecost to restore the facility to the original conditievith a minimumfee of $50.00 (See Facility & Use Poli
Sedcion 3a for more informatior)

All fees willbe withheld without a 14-day cancellation notice.Totalrental amount mustbe paidat time of reservation.

PAYMENT METHOD
isa MC Cash  Check # NOTE: $2.75 processingfieeged to pay via Debit/Credit cards.
Debit/Credit Card number information wile obtainedat time of payment.

The undersigned, both individually and on behalf of the organization, agrees to defend
indemnify, and hold the City of Buda andibfficers, employees, and agents harmless and free
from any liability of any nature, including, but not limited liability for damage or injury to any
LISNE2Yy & 2NJ LINPLISNIe O2ai0a yR FOGa2NySeQa
city facilities regardless of whether the city was actively or passively negligent, either solely ¢
contributory, in connection with such liabilityl certify that we have receivedead, and signed

the Facility Rental and Use Polidy the undersigned, daoereby agree that we will abide by the
policies governing the use of this facility and | will be responsible for any damages to the facilit
furniture, or equipment caused by the occupancy of our organization on the premises.

Signature Date
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FACILITY RENTAL AND USE POLICY

The City of Buda makes certain rooms and facilities available for rent or use by the public. Reservations
are made on a first come, first serve basis.

1. OVERVIEW
a. Rooms may be reserved up to 90 days in advance during the designated open
reservation period.

b. City programs and services will take precedence over the renting of spaces for private
gatherings. Uses that produce excessive noise, safety hazards, security risk, or a

disruption to normal operations will not be permitted.

c. Available spaces and Fees (per hour):

Facility Room Hours Local Non- Other Uses
Capacity | Available | Profit/Community Per Hour / All
Organization Day
Per Hour / All Day
Library Classroom 18 Business SO $25 /NA
Hours
Library Craft Room 36 Library SO $25 / NA
Business
Hours
Library Conference Room 12 Library SO $25 / NA
Business
Hours
City Hall/Library Multi-Purpose Room 146 8am-10 SO $150 / S$750
pm
City Hall/Library Council Chambers 75 8am-38 SO $150 /5750
pm
City Hall/Library Lobby (non-operating 200 City Hall SO $200/ $1,500
hours only) Non — 4 hour minimum
Operating
Hours
Former City Hall {121 Main Street) NIA Any $0 $100/5600
FormerLibrary{303-MainStreet) NAA Any $0 $100-£$600
Stagecoach-House {880 Main-Streat) NAA Any S0 $150/$750
*See Section 3 for more information.

ADOPTED — 8/21/2018, UPDATED - 2/25/2019
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2. Rules and Restrictions

Types of Events — City of Buda facility rentals are available for community organizations
and events open and available to the public. Rental for private social events is
prohibited unless explicitly allowed in certain public facilities.

Food and Beverages — The consumption of alcohol is prohibited in city facilities unless
otherwise noted. Renters are permitted to bring in food and drinks for their event
unless otherwise noted. Please follow any posted guidelines in a room.

Drug and Tobacco Free Facilities — The use of all tobacco products, vaping devices, and
e-cigarettes are prohibited inside all City of Buda facilities and within thirty (30’) feet of
entrances and openings (Ordinance 2018-3).

The use of candles and open flames is prohibited. The use of warmers for chafing dishes
is allowed so long as flammable materials are kept clear of other materials and the
warmer is not placed directly on City of Buda furniture.

Décor, Furniture, and Furnishings — Renters may not use tape, staples, tacks, or nails to
adhere banners, flyers, decorations, or any other items to the walls or furniture unless
prior permission is received. Glitter, confetti, rice, and birdseed are not allowed in
carpeted areas and must be cleaned up after the event.

Renters may bring in outside or rental furniture if needed for the event. All outside or
rental furniture must be removed by the end of the reservation period.

Set-up and Cleaning — Renters are responsible for all set-up and clean-up which must
take place during the reservation period. All furniture must be returned to its original
location. All trash shall be collected and disposed of in the provided dumpster at each
facility location. Recyclable items should be placed in the appropriate bin.

Floors, tables, and countertops should be swept and clean of trash and debris. The
renter shall notify the facility staff of any spills or stains.

All materials brought into the spaces including food and decorations must be removed
immediately following the event.

Security - Keys, Badges, Passwords and Codes may be issued to the renter to provide
access to rooms and facilities. The renter shall not make any copies of these items.

Items shall be returned at the conclusion of the rental. The renter may incur costs for re-
keying or replacement.

Surveillance — The City of Buda may have video and audio surveillance within city
facilities.

Hours —Spaces can be reserved between the hours identified in Section 1.c. No rentals
shall be made on City of Buda holidays unless approved by city staff.

ADOPTED — 8/21/2018, UPDATED - 2/25/2019
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