Request for Building Use

NO SMOKING – HPS BUILDING AND GROUNDS

           
     
Name of Applicant
Daytime Phone

     
     
     


Name of Organization To Be Billed
Evening Phone

           
Complete Address of Applicant or Organization To Be Billed (Request for building use may be denied without this)

Day of Week:           Beginning Date:                 Ending Date:      
Description of Event:   
Time Open:           Time Event Begins:          Time Event Ends:      
Building:          Room(s) or Area(s):       
Name of Adult in Charge of Group:         Number of People Attending:         Kitchen Needed?   FORMDROPDOWN 
   

Set-up / Custodial Services Required?  FORMDROPDOWN 
    

Person To Be On-Site and Responsible for this Event:       
ESTIMATED FEES (Billing will take place after the event)

Personnel:  the renting party will reimburse all personnel costs incurred by the school.
Rental:       
Other:        
Other:        
The above is an estimate only.  The applicant will be responsible for any additional charges as a result of staying later than scheduled, causing excessive cleanup costs or any damages that need to be repaired, etc.


ACTUAL FEES:  (Business Office Use ONLY)

Deposit (if any): 


Personnel:  


Rental:  


Damages:  


Total:  


“I have read and agree to abide by the rules and regulations established by Howell Public Schools, by the instruction given by the building principal and/or designee, and will pay all fees and damages, if any, that may occur.”

By signing this form, it is understood that applicants and their participants will not hold the District liable for any injury that occurs or for any lost, damaged or stolen items.  It is also understood that the lessee is responsible for insuring that all fire lanes remain clear.  Every effort will be made to notify groups in advance when a cancellation is necessary.  If school is cancelled due to inclement weather, the building will be closed and unavailable for use.

Signature of Applicant
Date

Approval of Principal or Administrator
Date

Approval of Custodian (and Auditorium Manager and Supervisor of Food Service, if necessary)

Date

Approval of Asst Superintendent of Business
Date

Approval is not final until the applicant receives an approved copy.
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