	REQUEST FOR USE OF FACILITIES                

FREDERICK COMMUNITY COLLEGE
7932 OPOSSUMTOWN PIKE • FREDERICK, MD  21701 •  PH: 301-846-2671 • FX 301-624-2884
	APPLICATION #




• A P P L I C A N T   I N F O R MA T I O N •
	Name:      
	Phone: (          )           -                ext:            

	Organization:       
	Fax:     (          )           -               Cell: (          )           -                

	Mailing Address (Street, City, State, Zip)
     

	Billing Address (if different)  (Street, City, State, Zip)
     


	Contact Person Day of Event:      
	Non-Profit:  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Signature:
	Evidence of Non-Profit Status:      


• E V E N T   I N F O R M A T I O N •
IF THE COLLEGE CLOSES FOR WEATHER OR ANY OTHER REASON, ALL EVENTS ARE CANCELLED.

	Event Name:      
	Location(s) Requested:       
	Expected Attendance:       

	Technology/Equipment Requested:       
	Will fees be charged?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No    If yes, amt. per person $      

	Date(s) Requested:
	1.       
	2.       
	3.       

	Time Admitted to Facility:
	Time Vacated:

	Date 1:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm
	Date 1:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm

	Date 2:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
pm
	Date 2:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm

	Date 3:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm
	Date 3:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm

	Time Event Starts:
	Time Event Ends

	Date 1:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm
	Date 1:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm

	Date 2:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm
	Date 2:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm

	Date 3:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm
	Date 3:                                           FORMCHECKBOX 
 am       FORMCHECKBOX 
 pm


• E V E N T   I N V O I C E •

	Charge for facility usage*:  $                              plus              percentage of gate (if applicable)

	Payment Due On or Before        

	Mail payment to:   FCC, Finance Office, 7932 Opossumtown Pike, Frederick, MD  21702-2097

	*Any changes or deviation from approved application will result in adjustment of facility usage fee.

If this activity is cancelled you must notify Facilities (301-846-2671) 24 hours in advance to receive a full refund of fees. If 24 hours advance notice is not given, applicant will remain liable for 50% of fees indicated above.


REQUEST FOR USE OF FACILITIES FORM IS NOT VALID UNLESS SIGNED BY A REPRESENTATIVE FROM RENTING ORGANIZATION AND FREDERICK COMMUNITY COLLEGE.
-- SEE REVERSE SIDE FOR COMPLETE INSTRUCTIONS AND COLLEGE PROCEDURES --

Applicant agrees to indemnify Frederick Community College and to save it harmless from all suits, claims and costs, including attorney fees, arising as a result of property damage, bodily injury, illness, or death in any way connected with applicant’s use of College Facilities. I/We understand that we are required to present an insurance certificate naming Frederick Community College as an additional insured party for the date(s) of the event.

Applicant agrees to submit for Frederick Community College review and approval/disapproval any advertisement in connection with events held on campus. There will be no advertisement of events until a Use of Facilities Application is approved.

	By checking this box   FORMCHECKBOX 
  and affixing my name                                                                   I acknowledge I have read and agree to the terms shown above.


	COLLEGE USE ONLY

Approval:   Department:                                             Date:                 RMPS:                                              Date:      


FREDERICK COMMUNITY COLLEGE
USE OF FACILITIES INSTRUCTIONS AND PROCEDURES

The College reserves the right to revoke applicant’s approval to use its facilities if the College determines that any information contained in this application is false, misleading or a misrepresentation. Applicant must set forth on its application a valid telephone number where the College can contact applicant until the day/time of the event. Frederick Community College reserves the right to display art exhibits by faculty, staff and students as well as outside exhibitors.  Art and exhibits may not be altered, covered or removed and requests to do so will be denied.

1. College facilities are available to the community for civic, educational, cultural and community recreational purposes consistent with policies and procedures established by the College. Facilities may be used by non-college groups when not required by the College or College-sponsored activities. Facilities are generally available for use during the normal operating hours of: Monday through Friday, 7:30 a.m. through 10:30 p.m.; Saturday, 7:30 a.m. through 5:00 p.m.
2. Applications for use of facilities and for exceptions to these procedures shall be in writing, signed by a responsible agent of the requesting organization or group. Applications shall be submitted to the Facilities Specialist. Although availability of space may be confirmed verbally, authorization for use requires written College approval.

3. Completed Use of Facilities Application forms must be received by the College at least two weeks prior to the date of intended use. The College may deny any application filed less than two weeks prior to the scheduled use.

4. Activities shall be open to the public at all times. Organizations shall provide, at their cost, adequate supervision of activities to ensure that good order is maintained. Frederick County fire and safety regulations shall be strictly observed.

5. Not-for-profit organizations may charge a general admission fee. Notice of intent to charge fees must appear on the application for use of College facilities. The price(s) of admission or any other form of donation or contribution must be clearly stated on the application and on all advertisements. When an admission fee is charged, or money-making activities occur in conjunction with use of College facilities, the College reserves the right to negotiate special rates or establish additional charges. Use of College facilities for fund-raising of any sort must be approved in advance by the President or Vice President for Administration.  NOTE:  The College requires documentary evidence of the not-for-profit status of an organization prior to permitting use of facilities. If such documentation is not provided upon request, both in a timely manner and to the full satisfaction of the College, the College may cancel the event.

6. Fees and contracts at special rates for long-term use of College facilities may be negotiated with the Vice President for Administration.

7. All advertisements for any use or function to be held at any FCC facility must be submitted for approval by the College prior to final approval of an application and prior to any use of the advertisement. The College reserves the right to revoke applicant’s approval to use the facilities if the College, in its sole discretion, disapproves of any advertisement for applicant’s use of the facilities or discovers that any non-approved advertisement has occurred. 

8. Organizations shall assume all financial responsibility for damages caused to individuals and to College property during their use.  Prior to final approval, all groups and individuals using the College facilities must present to the College a liability insurance certificate naming Frederick Community College as an additional insured in an amount deemed appropriate in the sole discretion of FCC. The College assumes no liability for injuries or losses which result form the actions of such groups or individuals.

9. In the event an applicant’s use of College facilities is cancelled, the College is not responsible for any losses, expenses, or any damages applicant may sustain as a result of the cancellation.
10. No activity is permitted on campus which disrupts the regular College schedule.

11. Individuals, organizations or groups granted access to the facilities for the purposes of distributing materials or information are not permitted to solicit students, faculty, or staff directly, but must be approached by said groups.

12. Individuals or groups will be granted access only to the facilities assigned at the times reserved on the approved Use of Facilities Application Form.

13. The Board, through the offices of the President and the Vice President for Administration, reserves the right to deny permission to use College facilities to any group or individual.

14. Approval of applications to use College facilities does not constitute College endorsement of views expressed or held by the using groups or individuals. No advertisement shall indicate College support of the scheduled function without prior written approval.

15. Frederick Community College reserves the first right of refusal for the operation of any food or souvenir concession to be operated during any scheduled activity.

16. Fees will be assessed for use of College facilities including personnel fees as determined by the College, to include costs for any necessary setup and/or cleanup time. Applicants are advised that modern technical equipment at Frederick Community College requires the attention of properly-trained personnel. Therefore, if College facilities are to be open to the public during closed hours, FCC-trained personnel must be on duty.  When facilities are open to the public during normal working hours, an additional personnel fee may be charged, at the sole discretion of the College, if additional assisted is determined to be needed.
17. All fees are due by the date specified on the approval application (all fees must be paid in full before event occurs). Approval of applications for use of facilities by the signature of the Executive Director of Risk Management is conditional, pending receipt of payment in full. If payment in full is not received by the date specified on the application, the contract for use of College facilities is void.

18. If, in the sole determination of the College, an event requires security, FCC reserves the right to contract or hire security services. All costs associated with providing security are the sole responsibility of the applicant and will be included in the computation of fees assessed by the College.

19. The use of alcoholic beverages on campus, without the express written permission of the Executive Director of Risk Management and Public Service, is prohibited.
20. Violation of the procedures may result in the revocation of continued use of the facilities.

	By checking this box   FORMCHECKBOX 
  and affixing my name                                                                   I acknowledge I have read and agree to the terms shown above.


