BELLEFONTAINE NEIGHBORS RECREATION CENTER

ROOM RESERVATIONS RULES & REGULATIONS

· All approved applicants have access to their meeting room only during the specified hours of operation.  These hours include Monday thru Friday from 9:00 am to 9:00 pm and Saturday and Sunday from 1:00 pm to 8:00 pm. There are no exceptions.  The approved applicant must be in attendance during the function and must check in at the control desk upon arrival before anyone from your group will be admitted to the room.  
· Residents are limited to the use of one room for an event.  Due to the size of our rooms and our hours of operation, the rooms may not be reserved for wedding receptions or family reunions.
· Ordinance #1489 banning the use of tobacco products in city owned buildings requires the room reservation applicant to enforce this ordinance at all times.
· Per Ordinance #1506, it is unlawful to play music or create a noise disturbance that can be heard outside the reserved room.  DJs are not allowed.
· The Recreation Center is available to individual residents and resident churches or organizations for private parties, however, fund raising or sales or any kind are prohibited.
· Each applicant is responsible for the disposal of trash in their room. The room and the kitchen must be left in a clean and orderly fashion or applicant will forfeit any further use of the rooms. *No frying is permitted inside the Rec Center or on Rec Center grounds. The use of glitter or confetti is prohibited in the rooms. Please bring a dish cloth/towel to wipe down the countertop in Room 109 as well as the tables used for your function. Do not fold and/or stack the tables at the end of your function.  Please refer to the checklist attached to your approved room reservation form.  You may risk your $50.00 security deposit if you exceed the limit of the room, do not clean up properly or fail to check out with the Recreation Center staff at the end of your function.
· Applicants are allowed to bring alcoholic beverages for people 21 years of age or older, as long as it is handled in a responsible manner. These beverages may not be carried out of the room for any reason.

· When registration procedures are completed and approved, you are then granted permission for use of the specified meeting room and kitchen. This does not entitle your group access to the entire facility.  You must keep all members of your group including the children inside the room.  Any further use of the facility must be on a resident/guest ratio and will require payment of any such fee involved. For further information concerning guest user fees check with personnel at control desk prior to your reservation date.

· Each applicant is responsible for the behavior or their guests. If you are unable to control the behavior of your group, you will forfeit your room reservation, security deposit, and will be asked to leave the building by the recreation center staff.

· It is your responsibility to report any possible damages or mishaps that may occur.

· Cancellation of a room reservation must be made 2 weeks before the reservation date and there will be a $3.00 service charge on all cancellations.  Your refund will be mailed to you by City Hall and should be received in approximately 1 month.
The City reserves the right to revoke use if the applicant is unable to comply with these regulations. The reservation permit is valid for reserved time only and is subject to all ordinances and regulations governing the use of facilities in the Community Center in the City of Bellefontaine Neighbors, Missouri.

