Big Bend Community College
Facilities Request and Contract
Building:         Room(s):         Date(s):       
Time of Event:          Unlocked at:         By:       
No. of People Anticipated:         Locked at:  ----------  By:  Staff
Type of Event:       
Name of Organization:       
Person Responsible:       
Address:         Phone:       
City, State, Zip Code:      
Setup Required:       
Equipment Required:       
Food Service:    Yes    No                              Alcohol:    Yes    No
If this event is a musical performance, what is the total cost (including room, board, fees, etc.)?  N/A
Has copyright license been purchased?    Yes    No.  This data is necessary for BBCC to comply with the copyright agreements.
No Alcohol Allowed on Campus**unless approved by BBCC President or designee**

I have read and agree to follow policies printed on the REVERSE side.  I agree that the use of facilities is granted with the express understanding and condition that the user organization and its agents will hold harmless and indemnify Big Bend Community College for any loss, damage or claims arising out of such use or uses.

Rental Fees:  None (BBCC Hosted)
Security Fees:       
Other Fees:       
Total: $0
Please sign and return to:

Big Bend Community College 

Attn: Accounts Receivable
7662 Chanute Street NE

Moses Lake, WA  98837-3299
                                                                                                _________________________________________

                                                                                                Authorized Signature                           Date

                                                                                               __________________________________________
                                                                                               Big Bend Community College             Date
**********************************************************************************************************************************************************For Office Use Only
Date Sent:         Copies Sent to:  ---------------
  Security    Business Ofc    Custodial/Lead    Director M&O    Custodial/Bldg    Nancy Theis    Catering

__________   148-098-2AX3-0402


__________   148-086-2AX2-0420
__________   148-093-2AX4-0420


__________   148-051-8SXR-0402
BBCC 10-10 (3/06)

	Big Bend Community College - Contract Conditions

	College Facility Availability
All events, activities, etc., must have the prior approval of the College President or his designees before they will be permitted to occur on college property.  College facilities may be made available for use by organizations conducting public educational, research, cultural, civic or community activities as limited by this policy and provided that these activities do not interfere with the educational priorities of the institution. 
 

How to Qualify

A.      All requests for campus facilities must be submitted to the Vice President of Administrative Services.  Any organization wishing   to hold a 

          meeting on the campus should provide the following information:
          1.  Name of the sponsoring organization.
          2.  Name of the person in charge of arrangements.
          3.  Number of participating individuals and names of speaker(s), performing group, or event.
          4.  Nature of proposed meeting.
          5.  Desired dates and times.
          6.  Type of facilities desired.
          7.  Desired special equipment or arrangements.
B.      If the desired facility is available, a contract for the use of the facility will be completed and returned by the group
         representative prior to final approval.  All requests should be made at least two weeks prior to the date of the planned
         activity to ensure adequate scheduling of space and services.
C.     Requests for facilities become effective when the contract is approved by the Vice President of Administrative Services.              No publicity should be released until a signed copy of the contract is returned to the user.  Publicity for non-college events must 
         include the name of the sponsoring organization and must not be structured so as to imply Big Bend Community College
         is the sponsor.
 

Rental Regulations and Procedures

A.      Facilities are rented to qualified individuals and organizations on a time-and-space available basis.  In order to prevent 
         conflicts among groups which seek to use the facility at the same time, the following priority system and classification of 
         users has been established:
          1.  College groups, including student, teacher, and administrative organizations.
          2.  Public schools, including recognized parent organizations.
          3.  Community groups qualifying as educational research and/or non-profit organizations supported by the community.
          4.  Other private organizations and individuals.
B.     Neither the college nor its agents accept responsibility for the goals or beliefs of any user organization and reserves the 
         right to deny any contract.
C.      Arrangements and Conditions
          1.  General Provisions
               a.  User organizations using campus facilities on weekends and college holidays will be charged for custodial/technical
                    services at current hourly rates of time and one half for a minimum of four hours.  The four-hour minimum custodial/
                    technical charge may be waived only when a college faculty member or college administrator is designated as the 
                    person responsible for damage or theft of equipment and/or facilities and when no clean-up or set-up services are
                    required.
               b.  If special clean-up and/or set-up services are required during normal working hours, the user organization will be
                    billed for the special service.
               c.  Each user organization shall name one person to be responsible for any theft or damage to equipment and/or 
                    facilities. 
               d. Reservation commitments are not final until approved by the Vice President of Administrative Services.
               e. The Vice President of Administrative Services is responsible for financial negotiations regarding custodial and rental

                   expenses.                           
         2.   Food Service-All food service and use of the Dining Commons shall be arranged with the Manager of Sodexho.
         3.   Supervision
               a.  A custodian, security personnel or other authorized representative of the college must be on duty and in the building
                    when facilities are being used by an organization.  The Vice President of Administrative Services is responsible for 

                    assuring appropriate supervision of meetings or events which have been scheduled.  The designated supervisor will be
                    specified on the facilities rental agreement form.  Faculty or staff members are responsible for the supervision of 
                    meeting or events sponsored by college groups or organizations which they are members and/or supervisors.
               b.  The college may hire one of its faculty or staff members to supervise a meeting or event not otherwise described
                    above.  The charge for such services may be added to the facilities use contract.
        4.  Exempt Facilities-Some facilities, such as the photography laboratory, the learning resource center, science labs, 
             vocational shops, etc., because of their specialized nature, are not available. 
        5.  Uses of Intoxicants-The use of alcoholic beverages will not be permitted on campus nor in college facilities**unless 
             approved by BBCC President or designee**
D.     The college does not rent or lease facilities for public dances.


