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San Jose City College

                                       Facility Use Request Form              Date:       
This form for groups outside of the District
	Group Requesting Space:  

(Check One)
	  FORMCHECKBOX 
  For-Profit Organization

  FORMCHECKBOX 
  Non-Profit Organization

Note: If Non-Profit, please attach copy of  501(C)(3)
	Organization Rental: Completed request due 5 weeks in advance.  Full payment and proof of liability insurance due 5 days before event. 
Include a $25 application fee when you submit this form.  

Submit to: San Jose City College -  Business Services  

2100 Moorpark Ave. San Jose, CA 95128            408-288-3119  FAX 408-287-7222

	Organization Name:        

	Contact Person        
	Email        
	Cell       

	Invoices to be sent to :       

	Address          
	Phone       
	

	City, State, Zip       
	FAX          
	

	The Campus website will post all uses of our facilities – please indicate a phone number or website where there is additional information available about this activity.  This will be listed under a heading of “For more information, contact”       


District policy requires that a District employee be on site for the entire time that an activity is taking place, in the capacity of a site or athletic supervisor.   If your group is from outside the campus or district, and your event is outside of the regular instructional hours of the campus, a supervisor will be appointed.  The salary costs for this individual will be passed along to you for payment as a part of the facility rental fees.  If there is a District employee who has volunteered to work in
this capacity please indicate their name and extension       
	Name or type of Activity:       

	Day(s) of the Week             
Dates(s) of the Activity       

	Prep time starts:                         FORMCHECKBOX 
 A.M.  FORMCHECKBOX 
  P.M.
	Event Ends:                               FORMCHECKBOX 
 AM  FORMCHECKBOX 
  P.M.

	Time of Event – Starts                FORMCHECKBOX 
 A.M.  FORMCHECKBOX 
  P.M.
	Clean-up Ends:                          FORMCHECKBOX 
 AM  FORMCHECKBOX 
  P.M. 

	Will there be decorations?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No -  All decorations or signage must be approved by the Events Planning Group

	Total number of people expected      
	Will there be an admission charge, sale, donation or collection involved with your use?  If so, explain      

	Facility(s) Requested: (capacity)
 FORMCHECKBOX 
 Classroom              FORMCHECKBOX 
  Conference Room  
 FORMCHECKBOX 
 Auditorium  (72 w/tables – 150 chairs only)

 FORMCHECKBOX 
 Theater (332)         FORMCHECKBOX 
 Dressing Rooms

Request for theater will require additional information. 

 FORMCHECKBOX 
 Main Gym (1400)   FORMCHECKBOX 
 Small Gym (300)

 FORMCHECKBOX 
 Football Field/Track (8500)  

 FORMCHECKBOX 
 Softball field   FORMCHECKBOX 
 Practice field  FORMCHECKBOX 
 Tennis Courts

 FORMCHECKBOX 
 Other area please specify      
	Set-up Requested: 
Please explain how you would like the furniture arranged in the room.       
Quantity Tables             Quantity Chairs       
Attach diagram if needed 

	Equipment Requested – indicate number needed

LCD Projector           Overhead Projector       
Microphone             PA System 
TC/VCR      
CD Player   Tape Player   FORMCHECKBOX 
 Other       
Additional Rental charges will apply.
	Will food or refreshments be available for your event?  

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No - If yes, please indicate type:      
Will an offsite caterer be used?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Will food be cooked on site?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

If yes, you will be contacted for more information.


· Renters of College space will be subjected to the criteria for use set by the College, by the College code of conduct and the College policies and procedures.  The College requires all individuals on College property to conduct themselves with civility, respecting the values of diversity, mutual respect and individual safety.  

· Once a rental booking has been confirmed, the booking is final and may not be bumped by another outside request. However, the College reserves the right to cancel a booking, and cannot guarantee a booking.
· Groups requesting the rental of space will be required to sign a contract which outlines the terms and conditions and includes Indemnification, Liability, Waiver of subrogation and Certificate of Insurance requirements.
· Groups renting facilities at City College may use the name of the college only in reference to the location of the event.
· The Events Advisory Group meets twice a month.  After the group has reviewed the request, a confirmation or rejection will be sent to the group.  If you are confirmed for use, you will be sent a contract with estimation of fees and charges.  All fees and the Certificate of insurance will be due seven working days before the event date.
	Office use only : DATE EAC_________ Confirm  FORMCHECKBOX 
  Deny   FORMCHECKBOX 

	Direct Costs Estimate:  Security _____________Custodial________________           

Grounds ____________ CTS _____________ Maint_________ Other ______________                         

	Contract/Confirmation sent: _________

Calendar Updated
	Rooms assigned:_________________


