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Facility Use Agreement
Centennial BOCES Conference Rooms are available for use by Member Districts & Partner Organizations. The following Process and Conditions will apply.
Process:

· Complete the Use Agreement and Reservation Form on Page 2
· Review the Process, Conditions, Room Description and Fee Schedule  
· Submit payment in advance of the scheduled event to:

· Centennial BOCES – 2020 Clubhouse Drive – Greeley, CO 80634
· Reservations cannot be confirmed until payment is received

Conditions:
· Organizations requesting use of the facility must be pre-approved by the Executive Director, a Program Director or their designee  
· CBOCES Office hours are M-F, 8:00 am - 4:30 pm.  Use of Conference Rooms outside these hours of business must be pre-approved by the Executive Director or a Program Director 
· Use of the facility must be overseen by an Authorized CBOCES Staff Member
· Participants are to remain in their designated areas 
· CBOCES Conference Rooms are to be left in the same condition as they were found 
· Tobacco, weapons, alcohol or controlled substances are not allowed in the building or on the premises 
· CBOCES does not supply food, meeting supplies, equipment, or technology services unless you arrange for these services with an Authorized CBOCES Staff Member when making the Conference Room reservation 
· Report any damage to the facility within 24 hours to the CBOCES Staff Member who confirmed your reservation
Fee Outline:
· CBOCES Executive Director may authorize to waive a Conference Room Fee   

· CBOCES Departments / Programs – No Charge
· Colorado Department of Education – No Charge
· Colorado BOCES Association – No Charge

· Member School Districts – No Charge
· All other organizations – Refer To:  “Room Description and Fee Schedule”  
Room Description and Fee Schedule:

· Aspen Room. Private. Windows. Square set up, chairs at tables, comfortably sits 12 – 15    
· $100 per day.  $50 for ½ day 
· Board Room. Private. No Windows. Square set up, chairs at tables, comfortably sits 20 – 25  
· $100 per day. $50 per ½ day   
· East Room. Semi-private. Windows. Team Building, chairs at tables, comfortably sits  50 – 60   

· $200 per day. $100 per ½ day
· Technology Services. $50 per hour with a $50 minimum fee. This service must be requested and confirmed when making the room reservation 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Centennial BOCES Conference Room 
Use Agreement and Reservation Form
This agreement is made between _________________________________________, referred to as the “USER’ and Centennial BOCES, referred to as CBOCES, for the use of the CBOCES facilities on the dates and times specified. 

USER agrees to comply with the Process and Conditions as specified on this form. 

USER assumes all responsibility and liability for the requested use of the facility and agrees to defend, indemnify and hold CBOCES, its employees, representatives and agents harmless from any and all claims, liabilities, demands, law suits, damage or injury to any person or property including attorney fees arising from use of the facility.

USER agrees to keep and restore the premises to neat and orderly condition.  USER agrees to reimburse CBOCES for any damage, clean up or related expenses as a result of the use of the facility.  

USER will be responsible to provide adequate supervision of the activities conducted at the CBOCES facility.  

CBOCES will not assume any responsibility for lost, stolen or damaged property of the USER or attendees.
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Room Requested: ___________________Dates Needed: ________________________________________________________





Room Fee:  ½ Day________________ Full Day______________ Technology Fee ($50 min) ____________________





Special Requests:_____________________________________________________________________________________________


___________________________________________________________________________________


___________________________________________________________________________________





Notes:_____________________________________________________________________________











USER Authorized Representative








Print Name				Date








Centennial BOCES Authorized Representative








Print Name				Date
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