COMMUNITY HALL RESERVATION REQUEST LETTER

[APPLICANT FULL NAME]
[APPLICANT STREET ADDRESS]
[APPLICANT CITY, STATE, ZIP CODE]
[APPLICANT PHONE NUMBER]
[APPLICANT EMAIL ADDRESS]

[DATE OF REQUEST]

[COMMUNITY HALL NAME]
[COMMUNITY HALL STREET ADDRESS]
[COMMUNITY HALL CITY, STATE, ZIP CODE]

RE: REQUEST TO RESERVE [COMMUNITY HALL NAME] FOR [EVENT NAME]

1. APPLICANT INFORMATION

1.1 Full Name: [APPLICANT FULL NAME]

1.2 Organization or Group Name (if applicable): [ORGANIZATION NAME]

1.3 Mailing Address: [APPLICANT STREET ADDRESS], [APPLICANT CITY, STATE, ZIP CODE]

1.4 Phone Number: [APPLICANT PHONE NUMBER]

1.5 Email Address: [APPLICANT EMAIL ADDRESS]

1.6 Relationship to Community (e.g., resident, business owner, nonprofit): [RELATIONSHIP TO COMMUNITY]

2. EVENT DETAILS

2.1 Event Name: [EVENT NAME]

2.2 Type of Event (e.g., meeting, party, fundraiser, class): [EVENT TYPE]

2.3 Purpose and Description of Event: [EVENT DESCRIPTION]

2.4 Expected Number of Attendees: [EXPECTED ATTENDEE COUNT]

2.5 Age Range of Attendees: [ATTENDEE AGE RANGE]

2.6 Will Alcohol Be Served? (Yes/No): [ALCOHOL SERVED]

2.7 Will Food Be Served or Sold? (Yes/No): [FOOD SERVED]

2.8 Will Amplified Sound or Music Be Used? (Yes/No): [AMPLIFIED SOUND]

3. REQUESTED DATE AND TIME

3.1 Requested Date of Reservation: [RESERVATION DATE]

3.2 Alternate Date (if available): [ALTERNATE DATE]

3.3 Requested Start Time: [START TIME]

3.4 Requested End Time: [END TIME]

3.5 Setup Time Required Before Event: [SETUP TIME]

3.6 Cleanup Time Required After Event: [CLEANUP TIME]

3.7 Is This a Recurring Reservation? (Yes/No): [RECURRING RESERVATION]

3.8 If Recurring, Specify Frequency and End Date: [RECURRING FREQUENCY AND END DATE]

4. FACILITIES AND EQUIPMENT REQUESTED

4.1 Main Hall: [MAIN HALL REQUESTED]

4.2 Kitchen Use: [KITCHEN REQUESTED]

4.3 Tables Requested (Quantity): [TABLE QUANTITY]

4.4 Chairs Requested (Quantity): [CHAIR QUANTITY]

4.5 Audiovisual Equipment Requested: [AV EQUIPMENT REQUESTED]

4.6 Stage or Podium Requested: [STAGE OR PODIUM REQUESTED]

4.7 Parking Spaces Requested: [PARKING SPACES REQUESTED]

4.8 Other Equipment or Accommodations: [OTHER EQUIPMENT OR ACCOMMODATIONS]

5. FEES AND PAYMENT

5.1 Rental Fee Quoted or Estimated: [RENTAL FEE]

5.2 Security Deposit Offered: [SECURITY DEPOSIT]

5.3 Cleaning Fee Acknowledged: [CLEANING FEE]

5.4 Preferred Payment Method: [PAYMENT METHOD]

5.5 Date Payment Will Be Submitted: [PAYMENT DATE]

6. INSURANCE AND LIABILITY

6.1 Certificate of Insurance Attached? (Yes/No): [INSURANCE ATTACHED]

6.2 Insurance Carrier and Policy Number: [INSURANCE CARRIER AND POLICY NUMBER]

6.3 Liability Coverage Amount: [LIABILITY COVERAGE AMOUNT]

6.4 Applicant Agrees to Indemnify and Hold Harmless the Community Hall and Its Operators: [INDEMNIFICATION AGREEMENT]

7. RULES AND COMPLIANCE

7.1 Applicant Has Read and Agrees to the Community Hall Rules and Regulations: [RULES AGREEMENT]

7.2 Applicant Agrees to Leave the Premises in Clean and Original Condition: [CLEANLINESS AGREEMENT]

7.3 Applicant Agrees to Comply with All Fire, Safety, and Occupancy Codes: [SAFETY COMPLIANCE AGREEMENT]

7.4 Applicant Agrees to Supervise All Attendees and Guests: [SUPERVISION AGREEMENT]

7.5 Applicant Agrees to Vacate by the Approved End Time: [VACATE AGREEMENT]

7.6 Applicant Acknowledges That Reservation Is Not Confirmed Until Written Approval Is Issued: [CONFIRMATION ACKNOWLEDGMENT]

8. CANCELLATION AND CHANGES

8.1 Applicant Agrees to Provide Notice of Cancellation at Least [CANCELLATION NOTICE DAYS] Days Prior to the Event: [CANCELLATION NOTICE AGREEMENT]

8.2 Applicant Acknowledges the Cancellation and Refund Policy: [CANCELLATION POLICY ACKNOWLEDGMENT]

8.3 Applicant Agrees to Notify the Hall of Any Changes to Event Details: [CHANGE NOTIFICATION AGREEMENT]

9. ADDITIONAL INFORMATION

9.1 Special Requests or Accessibility Needs: [SPECIAL REQUESTS]

9.2 Additional Notes: [ADDITIONAL NOTES]

10. APPLICANT CERTIFICATION AND SIGNATURE

10.1 I certify that the information provided in this request is true and complete to the best of my knowledge.

10.2 I understand that submission of this request does not guarantee approval of the reservation.

10.3 Applicant Signature: [APPLICANT SIGNATURE]

10.4 Printed Name: [APPLICANT FULL NAME]

10.5 Date: [SIGNATURE DATE]

11. OFFICE USE ONLY

11.1 Date Received: [DATE RECEIVED]

11.2 Received By: [STAFF NAME]

11.3 Reservation Status (Approved/Denied/Pending): [RESERVATION STATUS]

11.4 Approved Date and Time: [APPROVED DATE AND TIME]

11.5 Assigned Room or Area: [ASSIGNED ROOM OR AREA]

11.6 Fee Assessed: [FEE ASSESSED]

11.7 Payment Received: [PAYMENT RECEIVED]

11.8 Staff Signature: [STAFF SIGNATURE]

11.9 Date: [STAFF SIGNATURE DATE]
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