


RESERVATION REQUEST FOR PHIL GAINER COMMUNITY CENTER
This reservation contract is issued in accordance with the policies outlined in the Rental Agreement and Facility Use Agreement as established by the Elkins City Council and Elkins Parks & Recreation Commission. All reservation forms must be signed and returned along with fees and deposits before consideration of use approval. SUBMISSION OF RESERVATION REQUEST DOES NOT CONSTITUTE APPROVAL. Facility reservations require a minimum of 10 working days to be processed. Please read the Facility use Regulations before completing this form.

Reservation Issued To: 	

Organization/Individual:	President/Chairperson: 	

Street Address:	City:	Zip: 	


Phone:  	

Business Phone:	Cell: 	


Email:	Fax:	 Emergency Contact:  	



Reservation Date(s):	Day(s) of week;	Time:	to  	
(Include setup and cleanup time) 

Desired rental space(check all that apply):          Gym (  )      Classroom (  )         Kitchen (  )

Name/Description of Event:  	

List planned activities: 	

Will there be amplified sound? Yes / No   If yes, describe 	

Would you like to use our powerful sound system?  Yes/No

Will you be using outside vendors, such as catering, bounce houses, entertainment or gymnastic groups? Yes / No

Please Explain:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Estimated Attendance:  __________________

Open to public?:  Yes  /  No

Will facility be used for raising money? Yes / No 

If facility is used to raise money, what will net proceeds be used for?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are you serving alcohol? Yes / No

Would you like to pay staff to set-up and tear-down for your event?  Yes / No

[bookmark: _GoBack]Would you like to use up to 190 linear feet of pipe and drape?   Yes / No






***This Rental Request Form is not a binding rental contract. Phil Gainer Community Center staff will respond to your rental request within 5 business days to complete the reservation process. 

Thank you for your interest in the Phil Gainer Community Center. We look forward to doing our part to ensure that your event is a success. 



