WWRC Special Events Campus/Facility

Request Form

	Date Requested:
	Requesting Group:
	Contact Name:

	
	
	

	Date/Time needed:


	Number of Attendees:
	Phone #/Email address:

	
	
	

	Identify what area(s) of the campus you wish to reserve.  Provide a brief description of the event.   Attach any supporting documentation such as flyers, brochures, or other planned marketing materials. 

	         Auditorium (seats 513)                Softball Field                Other      
         Lake Pavilion Area                  Chapel
Description:        


	Have you used the WWRC campus and/or facilities in the past? If so, when/where?



	

	Will this event be open to the public?



	

	Will there be planned media coverage?  If so, what type?


	

	Please read and sign the acknowledgements on page 2.   Submit the completed form to the WWRC Administration Office. 




(Administrative Use Only)
Building Manager or Designee 

(Space Availability Confirmation):  ______________________________________________________

Administrative Approval:  ______________________________________________________________

	Notes/Comments




Assigned WWRC Advisor/Point of Contact:  ______________________________________________

Date:  _______________________________________________________________________________

WWRC Special Events Campus/Facility 

Request Form
Page 2

	I have read and understand the following:

	Internal and external groups using WWRC’s campus and facilities for special events are expected to behave responsibly and follow all applicable life, health, safety and emergency policies and procedures.  These include:

WWRC is a drug-free school zone.  All employees, students, and visitors are expected to comply in accordance with applicable federal and state regulations. Use of tobacco products in prohibited in buildings.   Smoking is only allowed in designated areas. Candles and other objects with open flames are prohibited in WWRC buildings.

Vehicles and pedestrians are prohibited in and around Construction Zones at all times. Visitors are expected to park in designated area(s) as communicated at time of event approval.   If changes are necessitated at a later date due to unanticipated issues, the designated point of contact will share this with participants in advance of the event.  

Visitors are expected to refrain from activities that may present an imminent hazard to WWRC residents, employees, property, or environment.  
The Sponsoring Group is accountable for direct supervision of all participants and is liable for any damage incurred.  WWRC assumes no responsibility for loss, theft, or damage of personal property.  Contact the WWRC Police Department to file a report, as needed.
Groups and Individuals are prohibited from soliciting funds or signatures, conducting membership drives, posting, distributing literature or gifts, offering to sell or to purchase merchandise or services (except by representative of suppliers properly identified), or engaging in any other solicitation, distribution, or similar activity on WWRC premises.

In the event of an emergency, all event participants are expected to follow WWRC instructions as directed through the SARA emergency system and/or designated WWRC personnel.

WWRC-owned equipment that is used by the Sponsoring Group must be used in accordance with its purpose.  The Sponsoring Group will be billed for any WWRC-owned equipment that is found to be broken, damaged, or destroyed.  

Non-state facilities should provide their own liability insurance for all participants in the group, of not less than $100,000/$300,000 per person for bodily injury and $100,000 for each occurrence of property damage.  In some cases, WWRC Administration may require higher insurance limits.  WWRC is to be named as the Certificate Holder on the Certificate of Insurance form.  The Sponsoring Group shall provide WWRC with a certificate of insurance no less than two (2) weeks prior to the scheduled event date. 

If there is a facility use fee and/or if there are additional facility-specific standards and expectations that apply, WWRC will provide relevant information at time of approval.  Failure to follow standards and expectations while on campus and/or using facilities may result in loss of privileges and/or denial for future requests.  

	Please sign, acknowledging you have read the above rules/regulations for using WWRC Facilities.

Signature:  ____________________________________________  Date:  _____________________

Print Name: _______________________________________________________________________

Requesting Group:  ________________________________________________________________
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