SCHOOL AUDITORIUM RESERVATION LETTER

[DATE OF REQUEST]

[REQUESTING ORGANIZATION NAME]

[REQUESTING ORGANIZATION ADDRESS]

[REQUESTING ORGANIZATION PHONE NUMBER]

[REQUESTING ORGANIZATION EMAIL ADDRESS]

[NAME OF SCHOOL]

[NAME OF SCHOOL FACILITY ADMINISTRATOR OR PRINCIPAL]

[SCHOOL ADDRESS]

[SCHOOL PHONE NUMBER]

[SCHOOL EMAIL ADDRESS]

RE: REQUEST FOR RESERVATION OF SCHOOL AUDITORIUM

Dear [FACILITY ADMINISTRATOR OR PRINCIPAL NAME]:

This letter constitutes a formal request by [REQUESTING ORGANIZATION NAME] to reserve the auditorium of [NAME OF SCHOOL] for the event described below, subject to the terms and conditions set forth in this letter and in the school's facility use policy.

1. EVENT INFORMATION
1.1 Event Name: [EVENT NAME]
1.2 Type of Event: [DESCRIPTION OF EVENT]
1.3 Requested Date(s) of Use: [EVENT DATE OR DATES]
1.4 Requested Start Time: [START TIME]
1.5 Requested End Time: [END TIME]
1.6 Setup Start Time: [SETUP START TIME]
1.7 Breakdown and Cleanup End Time: [BREAKDOWN END TIME]
1.8 Expected Number of Attendees: [EXPECTED ATTENDANCE]
1.9 Admission Fee Charged (if any): [ADMISSION FEE OR NONE]

2. REQUESTING ORGANIZATION INFORMATION
2.1 Organization Name: [REQUESTING ORGANIZATION NAME]
2.2 Organization Type: [ORGANIZATION TYPE]
2.3 Primary Contact Person: [PRIMARY CONTACT NAME]
2.4 Contact Title: [CONTACT TITLE]
2.5 Contact Phone Number: [CONTACT PHONE NUMBER]
2.6 Contact Email Address: [CONTACT EMAIL ADDRESS]
2.7 On-Site Representative During Event: [ON-SITE REPRESENTATIVE NAME]
2.8 On-Site Representative Phone Number: [ON-SITE REPRESENTATIVE PHONE NUMBER]

3. FACILITY AND EQUIPMENT REQUIREMENTS
3.1 Auditorium Seating Required: [NUMBER OF SEATS REQUIRED]
3.2 Stage Use Required: [YES OR NO]
3.3 Sound System Required: [YES OR NO]
3.4 Microphones Required: [NUMBER AND TYPE OF MICROPHONES]
3.5 Projector and Screen Required: [YES OR NO]
3.6 Lighting Requirements: [DESCRIPTION OF LIGHTING NEEDS]
3.7 Piano or Musical Equipment Required: [DESCRIPTION OR NONE]
3.8 Additional Equipment Requested: [ADDITIONAL EQUIPMENT OR NONE]
3.9 School Staff or Technical Support Requested: [DESCRIPTION OR NONE]

4. FEES AND PAYMENT
4.1 Reservation Fee: [RESERVATION FEE AMOUNT]
4.2 Custodial or Staffing Fee: [CUSTODIAL FEE AMOUNT]
4.3 Equipment Fee: [EQUIPMENT FEE AMOUNT]
4.4 Security Deposit: [SECURITY DEPOSIT AMOUNT]
4.5 Total Estimated Amount Due: [TOTAL AMOUNT DUE]
4.6 Payment Due Date: [PAYMENT DUE DATE]
4.7 Method of Payment: [PAYMENT METHOD]

5. INSURANCE AND LIABILITY
5.1 Certificate of Insurance Provided: [YES OR NO]
5.2 Insurance Carrier Name: [INSURANCE CARRIER NAME]
5.3 Policy Number: [POLICY NUMBER]
5.4 Coverage Amount: [COVERAGE AMOUNT]
5.5 Policy Expiration Date: [POLICY EXPIRATION DATE]
5.6 The requesting organization agrees to indemnify and hold harmless [NAME OF SCHOOL], its officers, employees, and agents from any and all claims, damages, losses, and expenses arising out of or resulting from the organization's use of the auditorium, except to the extent caused by the negligence of the school.

6. RULES AND CONDITIONS OF USE
6.1 The requesting organization shall comply with all school policies, local ordinances, and applicable laws governing the use of the auditorium.
6.2 The auditorium shall be used only for the event described in Section 1 and for no other purpose without prior written approval from the school.
6.3 The requesting organization shall not sublet or assign the use of the auditorium to any third party.
6.4 The requesting organization shall be responsible for the conduct of all attendees and shall ensure that the event does not disturb school operations.
6.5 Smoking, alcohol, and illegal substances are prohibited on school property.
6.6 The requesting organization shall leave the auditorium in a clean and orderly condition and shall remove all equipment, decorations, and materials upon conclusion of the event.
6.7 Any damage to school property caused by the event shall be repaired or reimbursed by the requesting organization at the school's reasonable determination.
6.8 The school reserves the right to cancel or reschedule the reservation in the event of a school emergency, inclement weather, or conflicting school use, with notice to the requesting organization as soon as practicable.
6.9 The school reserves the right to terminate the event if the requesting organization fails to comply with these terms and conditions.
6.10 The requesting organization shall not affix any materials to walls, ceilings, or fixtures without prior written approval from the school.
6.11 Parking shall be limited to designated areas as directed by the school.
6.12 The requesting organization shall ensure that all minors are supervised by responsible adults throughout the event.

7. CANCELLATION POLICY
7.1 Cancellation by the requesting organization must be made in writing to [FACILITY ADMINISTRATOR OR PRINCIPAL NAME] no later than [CANCELLATION DEADLINE DATE].
7.2 Cancellation received after the deadline may result in forfeiture of the security deposit and any fees paid.
7.3 Refund of fees shall be made in accordance with the school's facility use policy.

8. ACKNOWLEDGMENT AND SIGNATURES
8.1 The undersigned representative of the requesting organization certifies that the information provided in this letter is accurate and complete and that the organization agrees to all terms and conditions set forth herein.
8.2 This reservation becomes effective only upon written approval by an authorized representative of [NAME OF SCHOOL].

REQUESTING ORGANIZATION REPRESENTATIVE:

Signature: ______________________________

Printed Name: [REQUESTING ORGANIZATION REPRESENTATIVE NAME]

Title: [REQUESTING ORGANIZATION REPRESENTATIVE TITLE]

Date: [DATE OF SIGNATURE]

SCHOOL APPROVAL:

Signature: ______________________________

Printed Name: [SCHOOL APPROVING OFFICIAL NAME]

Title: [SCHOOL APPROVING OFFICIAL TITLE]

Date: [DATE OF APPROVAL]
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