Room Rental Agreement


_______ The rental period includes time required for set up, installation of decorations and preparation by caterers.

_______ Member renters are responsible for arrangement and set up of furniture and supplies. No staff is available from the Chamber to assist.

_______ Member renters are responsible for clean up and restoration of the room and kitchen to its original state.  Tables and chairs are to be returned to their original positions or to positions required for the next meeting as advised by the Chamber.

_______ Kitchen supplies, utensils, dinnerware and beverageware, food and drink are the responsibility of member renters and are not available from the Chamber. Renters are to provide their own supplies, food and beverage and to remove remaining quantities following the meeting.

_______ A dumpster behind the Chamber building is provided for meeting refuse. Renters are to remove refuse following their meeting and dispose of it in the dumpster.

________ A security key and code are available and are to be picked up at the Chamber office on or before the day preceding the rental date.

_______ Rental payment is due in full prior to receipt of the security key and code.




_____________________________                               ___________________
Signature					           Date


Cancellation Refund Policy

100% refund upon receipt of notice 30 days prior to event
50% refund upon receipt of notice 7 days prior to event
No refund upon receipt of notice less than 7 days prior to event

Note: 
Days listed above are total calendar days.
No custodial service is provided.  Member renters are requested to provide clean up of room.
[bookmark: _GoBack]For questions regarding rental dates or rates, contact Sue Rackers at the Plano Chamber of Commerce office:  972-424-7547 ext. 200
