CASCADE MEADOW WETLANDS & ENVIRONMENTAL SCIENCE CENTER 
BUILDING RENTAL FORM


Submit this form to Ann Felton, Administrative Manager, via email at afelton@cascademeadow.org or by mail to PO Box 6532, Rochester, MN 55903 at least 14 days prior to requested use date. For questions contact Ann at 507-252-8133.

[bookmark: Text166][bookmark: Text167][bookmark: Text43][bookmark: _GoBack][bookmark: Text172][bookmark: Text72][bookmark: Text74]Name of Organization/Company:      
Event Name:      
Event Description:       
Date(s) Requested:      
Total Duration of Event:      hours



FOR OFFICE USE ONLY
Date Received:			Date Approved:	  	    Date Invoiced:		       Date Payment Received:
[bookmark: Text168]Set-up Time    :   am/pm	          Activity Time    :   am/pm                   Cleanup Time    :   am/pm
Facilities Requested (see Pg 2 for square footage, occupancy, and equipment availability for each space): 
[bookmark: Check1][bookmark: Check3]|_|    Full Lower Level				|_|    Classroom 	
[bookmark: Check2][bookmark: Check4]|_|    Meeting Room 					|_|    Conference Room
[bookmark: Text89]Estimated Number of Participants:        (At this time, parking is limited to 45 spaces; please consider this in your plans) 
[bookmark: Text82]Furnishings Needed --     # of Tables:      	#of Chairs:      	          Desired room arrangement:                                
[bookmark: Check16][bookmark: Check17]Will there be food/drink served at this event? |_| Yes		|_| No	
All food service must be coordinated through the Canadian Honker (507-282-6572) or the Rochester Athletic Club (507-287-9325). Baked goods can be brought in if they are purchased at a commercial bakery. If you are not working with a caterer, you are welcome to bring in your own coffee/beverages. If you wish to purchase coffee through Cascade Meadow the charge is $7.50/pot (~ 8 cups per pot; includes cups, sugar, creamer).
If applicable, please indicate which caterer will be used: |_| Canadian Honker    |_| Rochester Athletic Club
Is coffee requested?  |_| Yes  --  # pots regular:     ; # pots decaff:      

Building Use Fee: A rental and cleaning fee is required to help offset the costs of operation of the building and staff time. Please see the fee structure on page 2.

Building Use Fee:						 $     		
Cleaning Fee:						 $     		
Coffee Fee: 						 $     	
Total Fee: 						 $     

*   Some assistance with meeting fees is available.
**Checks can be brought at the time of building use and made out to: Cascade Meadow. Please let us know if you prefer to be invoiced.



[bookmark: Text134]Contact Person:      		

[bookmark: Text139]Title:      
[bookmark: Text145]Contact Address:      

[bookmark: Text158]Contact Phone:      			
[bookmark: Text162]Contact Email:      
[bookmark: Check13]
|_| I have read and understand the building use policy on Page 2 of this form and accept responsibility for meeting the policy requirements, including billing obligations, if the requested building use is granted.


FEE STRUCTURE
	BUILDING RENTAL FEES
	Business Hours 
(Mon – Sat, 9 a.m. – 5 p.m.)
	After Hours 
(Sun; Mon – Fri 5 – 9 p.m.)

	Conference Room 
· 304 ft2
· Occupancy: 12-15 persons
· Sink
	$20/hr
	$45/hr

	Meeting Room 
· 1118 ft2
· Occupancy: ~90 persons (auditorium style)
· Projector, screen, DVD, speakers, microphone, internet
	$50/hr
	$75/hr

	Classroom 
· 988 ft2
· Occupancy: ~60 persons
· Two sinks

	$50/hr
	$75/hr

	Full Lower Level
· ~ 1912 ft2 of additional space for exhibits, etc.
	$75/hr
	$100/hr


* Daily/Weekly rates available upon request.

COPY FEES
If copies are made for an individual or group using Cascade Meadow they will be charged              
Black-and-White: $ .10/sheet 
Color: $ .30/sheet

CLEANING FEES
A cleaning fee will be charged to all groups using Cascade Meadow as follows:
$25.00 fee for groups not serving food
$50.00 fee for groups serving food

COFFEE FEES
Fair trade coffee will be provided at $7.50/pot (approximately 8 cups/pot; includes cups, sugar, creamer).


BUILDING USE RULES AND REGULATIONS
1. Organization using building will not include persons under 18 years of age unless chaperoned at all times.
2. Area of use is limited to the facilities requested. The upstairs exhibit hall is available to building users.
3. The organization or person responsible will reimburse Cascade Meadow for any damages to the building or equipment. 
4. Liquor is not allowed unless special approval is obtained from the Executive Director. If liquor is served it must be done by a provider that has the appropriate type of liquor license.
5. No smoking is allowed on the Cascade Meadow Campus at any time. 
6. Only service dogs are allowed on the Cascade Meadow Campus.
7. Cascade Meadow will not be held responsible for any articles lost, stolen or any personal injury.
8. Organization agrees to hold harmless from any and all liability, claims, costs and expenses whatsoever arising out of or related to any loss, damage, or injury, that may be sustained in the use of the Cascade Meadow building.
