TOWN OF MORAGA
COUNCIL CHAMBERS & COMMUNITY MEETING ROOM
TOWN OF MORAGA, Parks and Recreation Department COUNCIL CHAMBERS AND COMMUNITY MEETING ROOM
2100 Donald Drive, MORAGA, CA 94556 335 Rheem Boulevard, Moraga, CA 94556

PHONE: (925) 888-7045 FAX: (925) 376-2034
Email: rents@moraga.ca.us

Circle Day of Week Requested M T W Th F Sa Su Date(s) Requested

Type of Meeting Time # of Guests Hours of use

Organization/ Applicant

Address City/zIP
Person in Charge Day Phone
*HOURLY RATE SCHEDULE GOVERNMENT NON-PROFIT PRIVATE COMMERCIAL
Council Chambers and Free $75 $110 $150
Community Room

DAMAGE DEPOSIT - $1000

*Fees are adopted by the Moraga Town Council and subject to yearly review.

CONDITIONS FOR USE

The Town Council Chambers priority use is for meetings of the Town Council, Commissions, Committees,

Boards and Town-related programs. Lesser priority use of the Chambers by other governmental agencies,

civic groups, and local non-profits is also available as the meeting schedule permits, according to the follow-

ing conditions:

1. Applications must be submitted at least 30 days in advance of desired date to the Parks and Recreation
Department Office. An Application does not guarantee use. Applicants may be displaced if Council
Chambers are needed for Town business. Should that occur, applicant is responsible for acquiring an
alternate site and notifying participants.

2. Rentals require a certificate of insurance listing the Town of Moraga, Town Employees, Volunteers and
Elected Officials as additionally insured.

3. The key to the Council Chamber must be picked up from the Parks & Recreation Office before 4:00 pm
on the meeting date. If the meeting date is a day the Parks & Recreation Office is closed, the key must
be picked up the previous business day.

4. The key must be returned to the Parks and Recreation Office the following business day by 1:00 pm.
5. NO eating, drinking, or smoking is permitted in the Council Chambers.

6. The council Chambers must be left in a neat and orderly condition.

7. Access to the IT room is prohibited.

OFFICE USE: Total Paid Date

Receipt # Deposit # Chk #/ CC/ Cash

Refund Amount Date to Finance (REV: 02/11/16)




RESERVATIONS are accepted up to one calendar year prior to the meeting. The security deposit is not
refunded if there are damages to landscaping, furnishings, floors, walls, equipment, extra cleanup, or
other unusual cost incurred. Clients are responsible for guests’ conduct and/or damages and will be
billed for any cost not covered by the security deposit. Failure to vacate the premises by 10:00 pm will
result in loss of deposit. Deposit is refunded within 60 days if no damages are incurred.

GENERAL INFORMATION
The Town is not responsible for hardship resulting from a scheduled booking losing priority.

Use of Council Chambers is for board/business meetings only.
Meetings must conclude by 10:00 pm.

Do not adjust thermostat.

No food or drinks are allowed in the main room. Water is allowable.
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No smoking inside building or within 20 feet of doorways.

CLIENT RESPONSIBILITIES AFTER MEETING
1. Make sure all doors are securely locked.

2. Allinterior lights should be switched off.

3. All microphones should be turned off.

4. Projector screen shall be raised back to original position.
5. Chairs on main floor must be returned to original lay out.

EQUIPMENT AVAILABLE
Dais with 8 office chairs
60 chairs

Podium

Microphone system
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Projector Screen (no projector)

The Town of Moraga is not responsible for equipment brought on the premises for the event, or lost,
misplaced or stolen articles belonging to the client or guests. Security is the responsibility of the cli-
ent.

If damage occurs during use of the property belonging to the Town of Moraga, | will take full respon-
sibility on behalf of my organization for reimbursements to the Town for replacement costs.

I HAVE READ, UNDERSTAND, AND AGREE WITH THE COUNCIL CHAMBERS AND COMMUNITY MEETING
ROOM RENTAL CONDITIONS AS LISTED HEREIN AND AGREE TO HAVE MY GUESTS COMPLY WITH
SAME.

Signature Print Name Today’s Date

Email Address Primary Phone




