" Corvallis Parks & Recreation
Corvallis Community Center at Chintimini Park
Request for Event Services

PARKS & RECREATION
City of Corvalls

Thank you for your interest in purchasing event services for your reservation. Please note:

e Approval of requests for these services is dependent on staff availability and is granted on a first-come, first-served basis.

e  An Event Plan/Service Agreement, mutually-agreed upon by you and the City must be in place prior to the provision of any services.
e  Rental fees are payable for service time (i.e. space use time to provide the services).
e Additional fees will be incurred if services provided are beyond the usual and customary scope of what was requested.

e  Service fees do not include the cost of renting equipment that is not a standard part of the rental of your reserved space.
e Changes to the Event Plan must be made in advance through the Center.

Your name: Company: Event Date:
Phone #: Email:
\To Request | Service (descriptions of service categories on other side) Fee | Total fees for services requested:

Worry-Free Packages (include setup and cleaning services)

0 Multi-Purpose Room/Kitchen/North Patio $370
0 Multi-Purpose Room/Kitchen $260
O Multi-Purpose Room alone $230
0 Lounge $150
0 Game $150
O Craft $100
0 Conference $100
0 Cline $100
0 Northeast Lawn $190
0 Southwest Lawn $140
Setup Service Only:
0 Multi-Purpose Room $205
0 North Patio $110
0 Lounge $120
O Game $120
0 Craft $85
0 Conference $85
0 Cline $85
0 Northeast Lawn $160
0 Southwest Lawn $120
Cleaning Service Only
0 Multi-Purpose Room $60
0 Kitchen $30
0 North Patio $50
0 Lounge $40
0 Game $400
a Craft $25
0 Conference $25
[ Cline $25
0 Northeast Lawn $30
0 Southwest Lawn $40
Event Plan Development only
0 Multi-Purpose Room $180
0 North Patio $65
0 Lounge $100
0 Game $100
0 Craft $65
0 Conference $65
0 Cline $65
0 Northeast Lawn $130
0 Southwest Lawn $100

Total fee for the services selected above (charges are payable prior to the development of an event plan):

I request that the Corvallis Community Center at Chintimini Park provide the services selected above. | understand that | and the Center must
reach agreement on an Event Plan in order for these services to be provided, that once an Event Plan is in place, | am responsible for notifying the
Center if | choose not to use these services or if | cancel my reservation, and that | am liable for payment for any services that were provided prior

to said notification.

Signature:

Date:




" Corvallis Parks & Recreation

PARKS & RECREATION

City of Corvlls Event Service Options

The Center’s optional event services can make putting on a successful event much easier. Save time and energy by
letting the Center’s staff develop a plan for your use of the venue, set up the event, and/or clean up at event’s end.

Corvallis Community Center at Chintimini Park

Below is a brief description of what is included in each category of event services. Please contact the Center at

(541) 766-6959 for more details. To request these services, please complete the form on the other side of this sheet and

return it to the Center for review.

Before the Day
of the Event

On the Day of the Event:
Post-Event

Event plan development
Preparation of a detailed
room layout diagram

Event Services Categories

On the Day of the
Event: Pre-Event
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Clean & sanitize sinks and
counters in rental room

Sweep and/or vacuum

room floors indoors or

sweep pavement outdoors

Clean and put away

Center-supplied furniture*

and equipment

Empty trash and recycling

containers

Clean and sanitize sinks

and counters

Clean and sanitize Kitchen

floor

Worry-Free Service

This is our most comprehensive service, offering
setup, decorating, and cleaning services, plus the ‘l ‘l
development of a customized event plan to help
ensure you’re your rental spaces are ready for you
when you arrive.

Setup Service

Setting up is the most time-consuming part of
getting your venue ready for your event. Using the ‘l ‘l
Center’s set up service saves you time and energy,
lowers your stress level, and frees up resources that
you can devote to other tasks in creating a
successful event.

Cleaning Service

Putting on a successful event is only part of the
story. At the end of the event, there will still be
cleaning to do. But, if you choose the Center’s
cleaning service, you can just pack your equipment
and supplies and head out the door, knowing that
the cleaning will be taken care of quickly and
professionally.

Event Plan Development

Do it yourself events are economical, but planning
their logistics can become very stressful. Having the ‘l ‘l
Center develop a customized plan for your use of
the space can help reduce confusion on the day of
the event, and lower the stress level for you and
your team.

*Upholstered chairs will be put away, but additional charges will be assessed if professional cleaning is required due to your use.

See Other Side for Event Services Request Form




