THE UNIVERSITY OF TEXAS AT ARLINGTON

THE DEPARTMENT OF CAMPUS RECREATION

RENTAL POLICIES 


1.
All reservations should be secured through the Associate Director of Campus Recreation.

2.
All cancellations must be made in writing to the Associate Director at ATTN: Reservation Cancellation, Box 19268, Arlington, TX 76019.  Any payment made prior to cancellation will not be refunded.

3.
All reservations should be made no later than three weeks prior to the event.

4.
All reservations made by registered student organizations must first be approved by the Office of Student Organizations and secured by obtaining and completing a Campus Events Information Sheet.  Campus Departments may make reservations in written memo form to the Department of Campus Recreation at Box 19268.

5.
Opening and closing times will be strictly adhered to and set-up and clean-up times should be included in the reservation request.

6.
Food and drink will not be sold or served without the permission of the Associate Director and Campus Dining Services.

7.
Signs, posters, booths, pamphlets, books, literature, etc. cannot be displayed without prior approval of the Assistant Director.

8.
Any merchandise sold in the facility or surrounding areas will be subject to a fifteen percent (15%) charge on gross income, and all sales must be approved upon making the initial reservation request.


9.
Furniture and equipment cannot be moved without prior permission of the Associate Director.

10.
All participants and attendees under the age of eighteen (18) must be accompanied by a parent or guardian AT ALL TIMES.

11.
Lighting, projection, and sound equipment must be requested for use when making the reservation request.

12.
Smoking is prohibited in/at all facilities.

13.
The organization hosting the event is responsible for the cost incurred with clean-up, repairing any damages to the facility, and replacing damaged equipment.

14.
The Associate Director reserves the right to cancel any reservation up to twenty-four (24) hours in advance due to University Emergency.

15.
A deposit of the greater amount, either twenty percent (20%) of facility rental cost or $100, is required to hold the facility for any off-campus group. The deposit will be applied to the total cost of rental. All deposits are non-refundable.
16.
Any group exceeding their reserved time by more than thirty (30) minutes will be charged for an additional hour.  For every hour thereafter, groups will be charged at double the hourly rate for the particular facility(ies) rented.
17.
Failure to return necessary or requested paperwork by deadlines may result in loss of current and/or future reservation space.

18.
The Department of Campus Recreation or The University of Texas at Arlington is not responsible for any accident, injury, or loss incurred while using the facilities.

I HAVE READ THE ABOVE POLICIES AND AGREE TO ABIDE BY THEM.  I ALSO UNDERSTAND THAT MY ORGANIZATION AND I WILL BE RESPONSIBLE FOR THOSE ATTENDING THE EVENT.

ORGANIZATION________________________

EVENT DATE_____________________

SIGNED_______________________________

DATE_____________________________

