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HARRIS COUNTY COMMUNITY CENTER
7509 GA Highway 116 
Hamilton GA 31811
706-488-0000
Fax 706-488-0002

MEETING ROOM RESERVATION FORM
(1 hour minimum 4 hours maximum)

Date(s) Requested: _______________	Time: ______________________

(  ) Individual   O Member/County ($35/hour)   O Out of County ($50/hour)  O Non Member ($75/hour)
(  ) Group         O Member/County ($65/hour)    O Out of County ($90/hour)  O Non Member ($115/hour)
(  ) Service Organization  O Member/County ($0/hour) O Out of County ($0/hour) O Non Member ($25/hour)
				
Name of Member or Organization: ________________________________________________ 
Meeting Description: ___________________________________________________________
Number of Participants: ________________________________________________________
POC (Name of Individual Assuming Responsibility):_________________________________ 
Address: ____________________________________________________________________
Telephone: __________________________ Email: __________________________________
Deposit (1-hour’s rent/Refundable) ______________ 	Date Paid: ____________________
[bookmark: _GoBack]
Fee: __________________ Date Paid: ____________________Receipt #: ____________ 

TYPE OF FUNCTION				 ROOM SET-UP

􀂉 Meeting					􀂉 Theater			􀂉 U-shape
􀂉 Other ____________				􀂉 Classroom			􀂉 Head Table
						􀂉 Conference			 
						􀂉 Hollow Square
􀂉 # of Tables ________          􀂉 # of Chairs_______	􀂉 Overhead Projector Set-Up

All rentals require a deposit of one (1) hour’s rent (cash or check) in addition to rental fees.

The deposit will be refunded if the facility is left clean and undamaged. Deposit will not be refunded if the event is canceled less than 72 hours in advance. Reservations will not be made without a deposit. The final payment is due 1 week before the reservation date. Confirmation of the rental will not be finalized until a contract has been signed and all applicable fees paid. For additional information, contact the Harris County Community Center. Notice of a cancellation shall be done by either telephone – 706-488-0000 or fax – 706-488-0002 at least 72 hours prior to reservation. Ensure that all Community Center rules are followed (i.e. no alcohol on premises, no smoking / tobacco products). Rental of the meeting room does not include the use of other community center facilities (i.e. gym, pool etc.) These areas may be used by paying a guest fee for each attendant. I have read the above and acknowledge that the statements listed there are to my complete understanding.
 
Signature: ___________________________ Date: ___________________ 

Staff Member Initials: ___________________________ cc: Roy ___________ 
Approved / Denied (circle) & initial: ________________
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