TENTH STREET INVESTMENTS, LLC

CONFERENCE ROOM USAGE POLICY
Tenth Street Investments, LLC (TSI) is pleased to schedule meetings for any person, group or organization in it’s conference room located at 1005 Broad Street, Suite 300, Augusta, Georgia, under the conditions herein provided.  TSI and W. R. Toole Engineers, Inc. related meetings and events take first priority in the scheduling of the Conference Room.

· The Conference Room may be reserved up to 60 days in advance by calling TSI c/o W. R. Toole Engineers, Inc. (WRTE) at (706) 722-4114.  Reservations may be made in person or over the telephone with staff of WRTE in charge of Conference Room schedule.   A completed and signed application, along with payment of required rental/damage deposit, for use of the Conference Room must be on file with TSI prior to meeting(s).  A late reservation may be accommodated when possible, but a completed and signed application form must be on file before the meeting takes place.

· The signed application constitutes an agreement that a meeting will take place.  If a meeting must be canceled, TSI expects to be notified within a reasonable time so that another meeting may be scheduled.   Cancellation of a meeting may result in forfeiture of a deposit.

· Full charges for Conference facility must be paid to TSI no later than two (2) business days before the meeting date or the reservation will be cancelled.  TSI will accept payment via check, cash or money order only.   Checks must be paid payable to Tenth Street Investments, LLC 

Please Note:  If a reservation is not fully paid two (2) business days before its scheduled start time, it will be cancelled.  TSI will return any partial payments for deposits up to that point by mail.

· The Conference Room will be available for use, including set-up and breakdown, beginning and ending at the times stated on the signed application.  

· The Conference Room is equipped with moveable tables and chairs.  

· TSI will be responsible for setting up the Conference Room and arranging tables and chairs in the style desired (layouts attached for review).

· When meetings are over, TSI will be responsible for resetting tables and chairs into original formation (U-shaped).

· A projector, screen and sound system are provided.  The user must provide all other audio-visual equipment.  The user is responsible for providing any necessary extension cords and cables, and all cords and cables must be taped down with nonresidue tape.  The use of duct tape or masking tape is not permitted.  
· While bringing in easels is welcomed, users are not permitted to tape or in any way fasten visuals or other items to painted walls, windows, floors, furniture or fixtures, without approval by TSI staff.  Following approval, items may be affixed to brick walls only using drafting tape or “dots” (no masking or duct tape is permitted).
· Users may not store equipment at this facility. TSI and WRTE shall not assume responsibility for the damage or loss of articles left in the Conference Room prior to, during, or following the function.

· In further consideration of the agreements herein, the group agrees that it shall assume liability for and save TSI and WRTE harmless from any and all claims or damage suits, including costs and reasonable attorney fees, arising out of any injury to persons or damage to equipment or property caused by group, its members, employees, agents or exhibitors.

The group further agrees to compensate TSI for any damage to property or facility caused by the group, or its members, employees, agents or exhibitors.

· Conference and restroom facilities will be left clean and orderly.  If the Conference Room is left in good, clean condition and the equipment is fully operational, the full deposit will be refunded.  If the room requires cleaning, or if the room or equipment require repair due to negligence on behalf of the group, a portion or all of the deposit will be retained by TSI for such work.  The group shall be responsible for damages or repairs that exceed the $200 rental/damage deposit.  
· Prior arrangements, including payment of a refundable damage deposit, are required if food or beverages are served.  User may provide light refreshments, simple coffee/tea, water service or cold beverages in the Conference Room.  User will be charged $1.00/per can of cold beverages (sodas & water) used from the facility stored in refrigerator and $5.00/per pot of coffee prepared.  TSI will inventory refreshments used from the facility following conclusion of scheduled event and invoice accordingly.
· Smoking is not allowed in the Conference Room or 1005 Building.

· Normal operation of TSI and other building occupants is not to be disrupted by users of the Conference Room.

Tenth Street Investments, LLC reserves the right to cancel the authorized use of this facility if the need arises.  TSI reserves the right to decline usage to any group that fails to comply with these policies and/or abuses the facility in any way.


Rental Fee Schedule:


Hourly:


$100.00


Half Day:


$300.00


Full Day:


$500.00


Rental/Damage Deposit:
$200.00  (Refundable)
TENTH STREET INVESTMENTS, LLC

Application for use of 1005 Broad Building Conference Room
Date of Application:








Date of Meeting: 







Beginning Time: 





Closing Time: 



Name of Organization: 












Purpose of Meeting: 












Application Made By: 












Office or relationship to Organization: 










Address: 







Telephone No.: 













Cell Phone No.: 



Special Requirements:


Maximum number of chairs: 





Projection Screen: 



Speaker’s Stand: 






Networked Projector: 



Number of Tables: 






Internet Connection: 



Other Equipment: 












If you have questions about how to operate the audiovisual system, arrive early and ask the staff of Tenth Street Investments, LLC

Room Arrangements: 






Room Layout Selected:














(patterns attached)

Misrepenstation of the above data or failure to abide by the rules established will be cause for denial of further use of the conference room.

I have read and agree to abide by the above: 

Applicant






Date




Please initial:  I hereby acknowledge that I have read and agree to follow the Policies and Procedures of Tenth Street Investments, LLC as outlined on the attached Policy.

Schedule of Fees:

Rental/Damage Fee Deposit*
$



Room Rental Fee:

$




Total Balance Due**

$



Beverage Usage Fee***

*Rental/Damage fee must be paid to Tenth Street Investments, LLC at time application is signed.  This fee will be refunded only if no damages are made to the facility.  This fee can also be applied towards the beverage usage fee if requested.

** Full charges for Conference facility must be paid to Tenth Street Investments, LLC no later than two (2) business days before the meeting date or the reservation will be cancelled.  

***Applicant will be charged for $1.00/per can of cold beverages (sodas & water) used from the facility stored in refrigerator and $5.00/per pot of coffee prepared. This fee will be assessed at the end of the meeting and invoiced to the address above unless otherwise noted.
1005 BUILDING CONFERENCE ROOM 

TABLE LAYOUT SELECTIONS

Option A:  U-shaped





Option B:  Classroom


Seating for: 29






Seating for: 48






Option C:  T-shaped





Option E:  Head Table/Classroom 

Seating for: 26






Seating for: 45

Option F:  Auditorium
Seating for: 60 (stackable chairs)
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