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APPENDIX D — FACILITIES

D1. Application for Use of Facilities - External
PERALTA COMMUNITY COLLEGE DISTRICT

COLLEGE OF ALAMEDA LANEY COLLEGE MERRTY COLLECE BERKELEY COLLEGE
555 Raiph Appezzaic 900 Fallan Steeet 12500 Campus Deve 2050 Cenwer SL
Memoosl Parkway Oaldand, CA 4807 Oakdand, CA 94619 Bekeley, CA 94704
Alameda CA $4301 (5119 46¢ 5121 (510) 4367368 (310) 983-2800
{510) 743-2225
Application for Use of Facilides
FPRINT OR TYPE Dare of Applcation
Ths
Name of Orgarization Applicaon Nusiber
Thrcugh i schasized sgear:
Name T2
Street Adddress Cay Zip Code Telephane: No.

bereby makes applcation for use of the following fecility-

Deescrine
Dwres and timex rogacesd 200 o follows:
Time Fecliny Time Fazility
Migael= .- e SN (3.0 eT T w be Ooset
Stace the patoee of use, tile of performance, names of speakers, 15 appropes Descdbe Gully, Use seversce side if necascary.
Arc T Fusti Joct Soes, o son feex oo othes o scnz to be veld Yoo Ne
A pe= A c $ B Totad §

“The spplicanc shall be beld cesponsible for any and ol loss, accid zglect, injury or damage to p o, kfe or peopecty which may be the result
of, of ey becaused by fax or its use or ocospancy of the bergin descnbed The applcans sgrees to p Jofend and identfy the Posalia
Conunuruty Collegs Daatzict, its olficr=s, coplayses and agenta, snd save thom harmlsss in every oay fromn 8 satx of sctions af law for damsge o1
sy 1o persons, life or propecty thar mmay edsc oe by soned in aoy war b of his o its use of sdd preméses.

The applicant ageecs and will peuvads » policy of pabiic Rability and - 1 focche 2o of the jablic and the lessar wath
lematx of nok loss than
1&%&&‘”“&"Mh-hwvugsdwdwdmhhmdm.pmlwwﬁmhdfu
che comunissica of any sct which is peohibited by law, oc for the comertasion of aoy came | cotify {or Geclacs) oy thar the
foregoing & roc and cossect.

Sgrmuae of Appls Dare

Sige of Awthodzed Agent: Tide

Teleph Frrail Date
COLLEGE USE ONLY

Facibey and Sexvace Coses

Applisutioa Fee P (Nonccfudable) Preferred User Bate? Yes __ No____

Feciity Costs S S Coaz 10 be Charged 10 AppScens? Yeu No

Police Secci — —

Groundsworkes e b Public Lshility 20d Property Dermnage Insusance Roqoised? Yeas — No -

ai Eng

C-.;w&-n 1 Ceot Popmemt Deadime:

AV Techaick

Eguig Use Fee Appeoved:

Seoasity Depoait

Oieer —— 3 Autheszed Agmme Signatuse Date
Penlng Exployes on Site

hwfnmwdwuﬂmmw
vinketion of above I Enciude ol

Campas.
Event and focfeitere of neanal fee.

OC: Applican — Coommunily Services — Custodial —Physical Plamt — Palice Services — P. E. Dept. (if =pplicablc)
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Merritt College

Office of Business Sesvices + 12500 Carpus Drive, Q222 « Oakland, CA 94818

Facilities Rental Overview

Request Deadlines
All Applicadon for Use of Facilities forms musz be tumed in 30 days pdor to scheduled wse in accordance with Peraina Distrecr

Board Policy 6.64. Any 2pplications not received within this ameframe will be pxooessed at the discretion of staff and may be
densed.

Rental Process

A facility renral 3 not authorized until the following steps have been completed: P Treeny

Step 1 |/ 1 The Application for Use of Facilitics form i3 completed and sigaed by an suthorized individual fom youe group
:__and banded in with the §25 spplication fee (noo-refundable). 00

Step 2 | "!iSzmstcuulydcpomup:wdcd(theummydzpwlmymmdWur.bcdamofrh:McmnCollege
| president in the case of large events).
| 3.An original insurance certficate for a mintmum of one million doliars in publie Uability and five hundred |
j thousand dollars in property damage, endorsed to the Peralta District, 333-East 8 Sucer, Qakdand CA
94606, is provided.
4Tctnldngesarepﬂd ia full wishin 10wodangdq's of the reotal date.
Step 3 | 5.The official rental permit, an Application for Use of Facilities, signed by the College Business Manages, has been l
received by you. This permit must be available for inspection by security and District personnel during the
time of zental J
*PLEASE DO NOT ADVERTISE EVENTS UNTIL ALL THESE STEPS ARE COMPLETED*

Please note:
* Dudog rental time, all college policies and regulations must be ohserved.
» It is expressly forbidden for « to subec t to ather organizations, groups, or individuals.

* Alcoholic beverages and controllied substances are prohibited on all Peralta Com munity College District property and
within District facilides.

Checks

Please make checks payable to Mezitt College. Be suze to indicate the following on yous check: 1) the name of your
orga ; 2) the faclity to be used; and 3) the date(s} of e zearl Gud a zegular schedule by Gme span, ex 9/7/07 —
12/14/07)

Mailing address: Merrite Coliege, Business Office, Amm: Facilities Coosdinaror, 12500 Campus Drive, Room Q222, Ozkland, CA
94619

Cash payments may be made in person at the College Cashier’s Office. Buildng Q, Room 215, Monday through Friday, 2:00 AM
o 4:00 PM.

Parking

All parking regulations are strctly enforced by the Alameda County ShesifT's Office/Peralta Police Service. Continuing violations of
parking regulations by a group may tesult in cancellaton of the group’s rental agxean:nr. Please ask for a parking information
brochure for your group’s zeference.

Refund/Canceliation Policy
All fess, except the $25.00 application fee, are 100 percent refundzble—unless 2n event is cancelled less than 10 working days before

the scheduled rental time. In such cases, 75 percent of fees, with the exception of the application fee, will be sefuadable. Refunds
will be paid within three weeks aftes wrirten notification of the cancellation bas beea provided,

Security Services
Police Sexvices are available for emesgencies through dialing (510) 466-7236, oz by pressiag the activation button on any of the blus
phones located around campus.

T have read and understood the shove.

Signatuge: Date:
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Merritt College

Office of Business Senvicas » 12500 Campes Drive, 0222 - Oakland, CA 84818

FACILITY RENTAL NEEDS

I will take the facility AS IS.[] I will require = set-up. [ (Please artach diagram to back)
There will be food/catering. [J [ will provide my own food. [J  There will be no food at this event. U
Aundio Visual, Information Technology & Other Neeads:

1 do not require anythinx.D I request the following (please check reguests):
_The below equipmers is available with rentals. Please note some Wmmbwgb'awzﬂablcfar cerfaln rooms.
e} g
|'f‘1“‘_".'_“_'_“__—, - o : col');:‘ f:::- ‘l 2::; i
{CassettoDeck e il s20 i % | | A
!iCDPhyu - $20 __ | 1 A e iiDy
jBasel & Flipchast N L SRR AR TR SRESEE | 2O 1| S | I | __:
|LCD Projector = S s | BT | R T | PSS
jMicrophoe _____ . iC_s20 I - Y, T
if MAD (state of art miegrated system mcluding microphone, projectar, computer, || o o .1[ 5
i tlonotha:deqp)mxrem. Intemnet acesss Document Viewer) = HE S | LT,
vi’umo(ljuey? Newion Conference Room, only) [_sso_ 1] 1 T
|Sound System (Gym, Huey P. Newton Conference Room, Stadmy ¢ 830 || 2 i 1
FWDVDHW — e R T [ L | . PRI | [oavDRas
lWth e = _ BN | T 3 } |
ST —— ESEDT RS | 300 : ]
\[Podium_ S T | ] |
:ll‘ab!ﬁ(s-l'oot) F Sl - _mBD_if — as | 25
{[Ovachead Projostor it e e | ET R
Muw =
Would you like to speak invite Merritt Collage srudents or the public to your event? Yes O No 0l
Would you like to speak with Merrirt College Public Relaticas or Public Information?  Yes [J no [
In'ni.l.

1 understand that eveats must be paid In advance,

1 understand that all cvents must be booked at least one moath in advance, or requests might not be granted.
1 understand that any changes or additional requests made less than ten business days before an event, are
considerad last minute, and may or may not be granted, depending upon staff and equipment availability.

—

Signature: Date:

2 ATIONS T FIN. PAID AND AUTHOC Dy *
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MERKITY

COIITCE Merritt College AV Tech Support Questions?

Event Name:

Event Date & Time:

Things
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)

14)
15)
16)
17)
18)

we will need to know to ensure successful set up and use include:
Location to be set up.
Time prasentation will start.
Presenter’s contact information.
If any network services will be required.
If they will need QWS or PROMT access.
if they are bringing any media (USB flash drive, CD/DVD/VHS, paper and slides)
If they are bring their own computer (Mac or PC)
Will they require wireless access?
How early before the presentation time can they be here to test media and learn to use Nomad ?
Do they need someone standing by to make things work?
Do they want to use the document viewer?
Do they have a backup plan if their first choice in media should fail?

If they are using PowerPoint was the presentation created on a PC or Mac? {If it was on a Mac was
it *saved for PC"?)

Do they need & podium Microphone?

Do they need a wireless microphons?

Do they need additional microphones?

Will the Nomad be loud enough of do they need additional amplification?

How many people do you expact? (This can affect the amount of amplification equipment needed).
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