1) The Community Room is in the west wing of the City Municipal Building that also includes the Police Department.
The maximum capacity is 75 people. The tables are 8 feet rectangular long, and there is a full kitchen.

2) The person applying for the permit must be an Oregon resident. Reservations can be made for the current year and
the next year.

3) Thereisa $200 deposit. If all the rules are followed, $100 will be returned. The refund will arrive as a check in the
mail to the applicant two to three weeks after the reservation date.

4) The room is not available to those organizations/groups wishing to use the Community Room for profitable
purposes. Non-profit groups may not hold fundraising events.

5) The applicant shall not sublet any part of the building for which they have a permit or allow any other person/s to
use same.

6) Requests for cancellation of permits with a full refund must be received at least 14 days in advance of the reserved
date by calling the City of Oregon Recreation Department, Janette Root, at 419-698-7169.

7) The applicant will confine their use strictly to those parts of the building and to such equipment as are specified in
the permit. Your rental is for the Community Room. The hallway is part of the Police Department. There is no key
needed for access. Doors will be unlocked. The building is monitored by 24-hour camera surveillance.

8) The applicant will be held personally responsible for the use of the buildings and property and for persons
participating in or attracted by the activity.

9) Property damage or theft arising from the occupancy of any portion of the building will be charged against the
applicant, and failure to satisfactorily settle for same will cause the cancellation of any further use of City property
by the applicant.

10) Do not adhere anything to any wood and painted surface such as walls, ceilings, or doorways. No tape, tacks or
nails allowed. You will lose your deposit even if there is no visible damage. You may only attach decorations to the
felt wall tiles and to the square metal backdrop stand arch.

11) No alcoholic beverages allowed in the building at any time.

12) No smoking allowed in the building at any time.

13) Please be sure to keep guests in the Community Room and out of the hallway, along with moderate the noise level.
No DJ’s or music. Your rental is for the Community Room. The hallway is part of the Police Department.

14) All chairs and tables must be clean and put away on the proper racks. Floors must be swept, and kitchen cleaned.
15) Garbage bags must be taken out to the dumpster behind the Police Department or taken home with you.

16) The applicant should allow ample time for assembling and dispersing, so that the building may be opened and
cleared in the allotted time per rental hours. The rental hours are strictly followed.

Hours of Rental:

Monday thru Friday 8:00 am —4:30 pm Funeral Luncheon Rentals and Holiday Rentals
Friday 4:30 pm —10:00 pm All Rentals
Saturday 2:00 pm — 10:00 pm All Rentals

Sunday 8:00 am —10:00 pm All Rentals



Community Room Rental Permit

| have read the rules governing the use of the Community Room, 5330 Seaman
Road, Oregon, Ohio, and hereby agree to all terms and conditions. [/ will lose
my deposit if the rules are not followed, including using tape on any wood and
painted surface including walls, ceilings, and doorways.

Signature Telephone #
Printed Name Email
DOB Address

Type of Event

Organization (if applicable)

Date/Time Requested (include set-up and clean-up)

For Office Use Only

Deposit Collected $ Date

Deposit Returned $ Date

Condition of room

Comments




