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Facilities Request
1701 Broadway, Oakland, CA, 94612  (  510.251.1101 phone  (  510.899.8770 fax  (  www.youthradio.org
Complete and send this facility request to 510.899.8770 or e-mail to memi@youthradio.org for availability and approval.

Please note that this is a request only and not a confirmation of availability.  Youth Radio will respond to all requests within three business days.

Meeting/Event Information
[image: image1.jpg]Date of Meeting/Event: ___________________________ Type of Meeting/Event:



 
# of Attendees: ______
Start time:  

 am      pm
End time:  

 am 
 pm

Would you like a facility tour during the event?   Yes      No  /  At what time during the event?      before       during        after 

Contact Information
Name of Organization (if applicable):  




  Address:
  
















Street 
Contact:  







  









First


Last



city

state

zip

Title:  




  Phone: 




  Fax:  




 

Email:












	Space
	Capacity
	Rate (per hr.)
	# of hours
	Total ( hrs. x  rate)

	MEETING SPACES

	
	
	
	
	

	Conference Room 
	8
	$45
	 
	 

	Mind Body Health Center
	30
	$50
	 
	 

	BROADCAST SERVICES

	
	
	
	
	

	Control Room and ISDN
	8
	$110
	
	

	Control Room (no feed)
	8
	$100
	
	

	Edit Booths (Pro Tools LE)
	2
	$50
	
	

	Edit Booths W/ transfer equipment (flash/minidisc)
	2
	$75
	
	

	VIDEO SERVICES

	
	
	
	
	

	Video Booth –iMac Final Cut
	2
	$150
	
	

	Main Control Room – PowerMac Final Cut 6
	2
	$200
	
	

	
	
	
	
	

	ADDITIONAL SERVICES AND EQUIPMENT

	
	
	
	
	

	Engineering support
	
	
	
	

	LCD Projector
	
	$25 Flat Rate
	
	 

	PA System
	
	$40 Flat Rate
	
	 

	TOTAL
	


General Rules and Policies

1. Full payment must be received no later than one week in advance of event/meeting. If payment is not received on time, it may result in cancellation. Confirmation of your payment will be sent to you via fax or e-mail. Payment may be made by cash or check. 

· Please make checks payable to Youth Radio.
2. Cancellation must be made no later than 3 days prior to event.

3. Renters requiring special services and/or equipment must request specific arrangements in writing at the time of application.
4. Only the facilities specifically named in the contract are available for use, and only for the use set forth      in the rental application.
5. All facilities must be left clean and in good order at the close of the contract period. The furniture must      be returned to its original position. If required, custodial services will be charged at a rate of $20.00 per hour.

6. Youth Radio assumes no liability for loss by any cause, including, but not limited to, theft or damage,    to any equipment, furnishings, or other personal property belonging to the renters or to their officers, employees, agents, or invitees.
7. Renters shall not make any alterations to any of the facilities, without the express written consent of        Youth Radio.
8. If your event exceeds the allotted time frame, Youth Radio holds the right to usher renting group out of the space.

9. ABSOLUTELY NO ALCOHOLIC BEVERAGES ALLOWED AT ANY TIME.

Non-compliance with any of these rules and regulations may result in immediate cancellation of the contract agreement.

If you need more information on reserving space at Youth Radio, please contact Memi Vaughn, Office Manager at (510) 251-1101 x 346 or, via email at memi@youthradio.org 
By completing this form I understand and agree to the terms and conditions of this Agreement.
Organization Authorized Representative Signature

Youth Radio Authorized Representative Signature 

Name: 







Name:






For submission of this form, please fax to: (510) 899-8770 ATTN: Memi Vaughn
For Office Use Only

Request received by and date:  



  Reviewed by and date







(  Approved
(  Denied
(  Cancelled by











(  Contract sent
Date:



  
(  Cancellation confirmation sent
Date:




