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FOR OFFICE USE ONLY 
Reviewed & Approved by:  
______________   DATE: _________ 
Promotional material:  ___________ 
Paid: __________  DATE: _________ 

City of Buda 

Municipal Complex, 405 E. Loop Street 

Buda, TX 78610 

Phone: (512) 312-0084   Email: CHLReservations@ci.buda.tx.us 

 

ROOM RESERVATION APPLICATION  

 
Name: __________________________________ Organization (if any): _______________________________________ 

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

Will participants pay to attend or solicited to buy anything at this event?    Yes  /    No   (circle one)    

Address: ______________________________________ City: _____________________ Zip Code: __________________ 

Primary Phone: _____________________________ Secondary Phone: ____________________________________ 

Email Address: _____________________________________________________________________________________ 

 

DATE REQUEST:   (Rooms may be reserved up to 90-days in advance.) 

Date(s): ______________        Use Time: _________ to__________ (See hours available.  Include set up and tear down.) 

Date(s): ______________        Use Time: _________ to__________ (See hours available.  Include set up and tear down.) 

Date(s): ______________        Use Time: _________ to__________ (See hours available.  Include set up and tear down.) 

 

Event Description: __________________________________________________________________________________ 

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

Estimated Attendance: ________________________  Function (Check One):  Private____ Public ____ Fund Raiser___  

 

Is this a Commercial, Private Rentals, Political, or Faith-Based Activity Event: Yes  /    No       (circle one)    

If yes, advertising and promotional material must be attached to the application and contain the following language in 

ǎƛȊŜ мл Ŧƻƴǘ ƻǊ ƭŀǊƎŜǊΥ ά¢Ƙƛǎ ŜǾŜƴǘ ƛǎ ƴƻǘ ǎǇƻƴǎƻǊŜŘΣ ŀŦŦƛƭƛŀǘŜŘΣ ƻǊ ŜƴŘƻǊǎŜŘ ōȅ ǘƘŜ /ƛǘȅ ƻŦ .ǳŘŀΦέ 

ALL PROMOTIONAL MATERIALS MUST BE APPROVED PRIOR TO DISTRIBUTION. 

 

ADDITIONAL SUPPLIES AND/OR EQUIPMENT REQUEST:  

Will you need a projector?       Yes     /      No       (circle one)        If yes, you must bring your own laptop or device.  If your 

device is a MAC Computer, you must bring your own HDMI or VGA cable. 

Will you need a PA System/Sound Amplification? Yes  /     No    (circle one)  

Will you provide Directional Signage / Event Announcements?  Yes  /     No      (circle one)  

- Signage or Announcements may only be displayed on the day of the event.  Sign Display Stand available for 8έȄмлέ or 

11έȄмтέ size signs.  



 

P a g e | 2 

Room/Facility 
Room  

Capacity 

Hours  

Available 

Other Uses  

Per Hour / All Day 
SELECTION 

Library Classroom 18 8 am ς 10 pm $25 / NA  

Library Craft Room 36 Library Business Hours $25 / NA  

Library Conference Room 12 Library Business Hours $25 / NA  

City Hall/Library Multi-Purpose Room 146 8 am ς 10 pm $150 / $750  

City Hall/Library Council Chambers 

(limited use only) 
75 8 am ς 8 pm $150 / $750  

City Hall/Library Lobby  

(non-operating hours only) 
200 City Hall NonςOperating Hours 

$200 / $1,500 

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 fee will be 

based on the cost to restore the facility to the original condition with a minimum fee of $50.00.   (See Facility & Use Policy 

Section 3a for more information.) 

 

All fees will be withheld without a 14-day cancellation notice.  Total rental amount must be paid at time of reservation.  

PAYMENT METHOD 

Visa MC Cash Check #_____________       NOTE: $2.75 processing fee is charged to pay via Debit/Credit cards. 

Debit/Credit Card number information will be obtained at time of payment. 

 

 

The undersigned, both individually and on behalf of the organization, agrees to defend, 

indemnify, and hold the City of Buda and its officers, employees, and agents harmless and free 

from any liability of any nature, including, but not limited to, liability for damage or injury to any 

ǇŜǊǎƻƴǎ ƻǊ ǇǊƻǇŜǊǘȅ Ŏƻǎǘǎ ŀƴŘ ŀǘǘƻǊƴŜȅΩǎ ŦŜŜǎ ŀǊƛǎƛƴƎ ƻǳǘ ƻŦ ƻǊ ƛƴ ŎƻƴƴŜŎǘƛƻƴ ǿƛǘƘ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ 

city facilities regardless of whether the city was actively or passively negligent, either solely or 

contributory, in connection with such liability.  I certify that we have received, read, and signed 

the Facility Rental and Use Policy.  I, the undersigned, do hereby agree that we will abide by the 

policies governing the use of this facility and I will be responsible for any damages to the facility, 

furniture, or equipment caused by the occupancy of our organization on the premises. 

 
_________________________________________________________              ___________________________ 

Signature                              Date  
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