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UNIVERSITY OF ALASKA
SOUTHEAST






ROOM  RESERVATION FORM


UAS Ketchikan Campus
                 2600 7th Avenue, Ketchikan, AK 99901

(907) 228-4513

(907) 225-3624 Fax

Date: _________________________    Organization:  _________________________________

Non-Profit
[   ]


UAS
[   ]

Business
[   ]


Government
[   ]

Contact Person:____________________________________    Phone:  ____________________

Address:  _____________________________________________________________________

I have read and understand the policy for room use as set forth on the reverse and will insure that my organization will follow these rules.

Signature:  ____________________________________________________________________

Purpose of Meeting:  ____________________________________________________________

Space Desired:  _________________________________    Expected Attendance:  ___________

Will you be charging a fee to participants?  __________________________________________

Date(s) Needed:
________ to ________    Day:  ________    Time:  _______ to _______


________ to ________    Day:  ________    Time:  _______ to _______



NOTES

APPROVAL   (For Office Use Only)






Signature:  __________________________








Date:  ______________________________






Fee Charged:  ________________________






Fee Paid:  ___________________________








Room:  _____________________________

RENTAL FEE STRUCTURE

Classroom Rate:

Business / Government
$75/day 
Non-Profit / Education
No charge 

· Rooms are available Monday through Friday from 8AM - 9PM.  

· Saturday by special arrangements and will include an additional $80 per day facility use fee.

· Rooms are NOT available for use on Sunday or University holidays.

· A $200 refundable cleaning/damage deposit is required for all classroom and lab use.

Videoconference Rates:

Videoconference access is determined by compatibility with sending entity and is $25 per hour for access with technical support.
Marine Simulator Lab:

Marine Simulator rate for use is $65 per hour with a $30 set up fee. Technical support for simulator operation is provided as part of the rental rate.
Computer Labs:

Business / Non-Profit / Education / Government

$100 per day with a $25 per hour charge for technical support @ minimum 1 hr 
RULES FOR ROOM USE

University of Alaska Southeast rooms may be used on a space available basis, with university functions receiving priority. It is agreed and certified that the organization will abide by the following rental rules and regulations.  Violation of these rules may result in forfeiture of deposit, expulsion from campus and denial of future use. 
1. Alcoholic beverages are not allowed in any university building.

2. Smoking is allowed only in the designated smoking areas.

3. Hazardous and flammable materials are not allowed.

4. No children are allowed on campus. 
5. Group size may not exceed the seating capacity of the room(s).

6. The organization will protect university property from damage or mistreatment and is responsible for the condition in which the building is left.  In the event property is damaged or stolen, the deposit will be retained and the organization will be held liable and charged the cost of repairs or replacement above the amount of the deposit.

7. The University shall arrange the room based on requested configuration. NO property shall be moved from its original location. 
8. The university may revoke facility use whenever that use interferes with university programs.

9. The University of Alaska, its employees, officers, agents and Board of Regents are held harmless in case of unavailability of the facilities, except for the rent monies. 
10. Indemnify, defend and hold harmless, the University of Alaska, its employees, officers, agents and Board of Regents against any and all claims of any loss, damage or injury to persons or property resulting directly or indirectly from any accident occurring in, upon or about the premises as a result of the acts, errors or omissions of the organization or arising in connection with their operations, use or occupancy of the premises.

11. No message phone or copying service is available.

12. University property is not to be used for personal or business financial gain.
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