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UALR Facilities Reservation and Rental Agreement

Name of Booking Agent:      Date: 2/18/04 FORMTEXT 

2/18/04

Organization:      
Address:     
City:       State:    Zip:      
Day Phone:       Evening Phone:       Fax:      
E-Mail:     
UALR Sponsor (if different from above):       

Campus Phone:      
(The UALR Sponsor is responsible for attending the event and being present at all times.)

Entity responsible for costs if different from above:     
Event Name:      Date of Event:       to       (if more than one day)

Time:       to      
Allow time for set-up prior to event. Rooms must be vacated within one hour of ending of event. 

Description of proposed activities:      
Room(s) Requested:       

Rental charge:       This includes the following services:      
A signed copy of this agreement and a reservation deposit of 50% of the rental charge must be returned to the building use contact person no later than 10 business days prior to your event to hold your reservation.  Payment in full is due before 4 p.m. of the last business day prior to the event.  Failure to make payment by that time will lead to cancellation of the reservation and forfeiture of deposit.

I have read, understood, and will comply with all the regulations listed in the UALR Facilities Use Policies and Procedures and understand that failure to comply could result in additional charges, loss of facility privileges, or forfeit of deposit.  My organization will be responsible for any damages that may occur beyond normal wear and tear.

________________________________________________
_______________________

BookingAgent





Date

_________________________________________________  ________________________

UALR Sponsor 





Date

APPROVAL:_____________________________________    _______________________



Building Use Contact 


Date



___________________________________   _______________________



Dean 




Date

PVC 2/04

