APPLICATION FOR USE OF THE REGIONAL CENTER AT COMtech.
The University of North Carolina at Pembroke

Organization: Fax:

Applicant’s Name: Telephone:

Local Address: E-mail:

Date(s) of Event: Will admission/registration be charged? __Yes No
Time Requested: Actual Time of Event: to

(Must be finished with the room by the time indicated; Must adjourn by 11:00 pm)
LOCATION REQUESTED:

Board Room Computer Lab Resource Room
Conference Room Auditorium A Auditorium B
Auditorium
Purpose of Use/Type of Program: Est. Attendance:
MATERIALS/EQUIPMENT REQUESTED (please specify number):
Table Easel Smart Board Sound System
Chair Computer Podium Speakers
Overhead LCD Projector Microphone DVD/VCR
Screen TVIVCR Wireless Mic CD Player
OTHER SET-UP

GUIDELINES: Late requests will not be honored.  Reservations are tentative and subject to
cancellation until approved. A request may be denied if it conflicts with other activities. Facility
usage during scheduled closings will not be approved. Organizations cannot reserve rooms for more
than two consecutive weeks. Applicants are responsible for the proper use of the facility/equipment,
damages, conduct of the organization’s members/guests, and agree to respect the rights of groups in
adjoining areas. IF ROOMS ARE REARRANGED BY YOUR ORGANIZATION, YOU MUST
RESET TO ORIGINAL SETUP WHEN FINISHED, OR A RESET FEE WILL BE CHARGED TO
YOUR ORGANIZATION. The Regional Center is a smoke-free facility. Candles and open-flame
devices (including incense) are prohibited by fire code. In case of cancellation, please notify the
Regional Center Director within 48 hours.

*APPLICATION DUE FOUR DAYS PRIOR TO THE EVENT FOR ON-CAMPUS GROUPS*
*APPLICATION DUE SEVEN DAYS PRIOR TO THE EVENT FOR OFF-CAMPUS GROUPS*

REFRESHMENTS: Food/drink is not allowed in auditorium/board room area; may be served in the
corridor area. All refreshments must be provided by Sodexho, but can be coordinated by RC staff.

I have read and fully understand the above guidelines. | am also aware that failure to comply with
these guidelines may result in the loss of privilege to use the Regional Center for 30 days.

Signed Date
Applicant

Approved Date
Regional Center Director




ADDITIONAL USAGE GUIDELINES:

e Reservations are limited to external groups with non-profit status. A letter of exemption from
the IRS with employer identification number must be attached to the application when submitted.

e Applicants are responsible for payment of fees. Invoices are mailed one week after events and
must be paid within 30 days. NONPAYMENT WILL RESULT IN THE LOSS OF
PRIVILEGE TO USE THE FACILITY.

e Reservations are tentative and subject to cancellation until approved by the Director of The
Regional Center. Reservations will not be confirmed, however, if requests cannot be honored,
the applicant will be contacted directly.

e Parking for patrons is available.

e Advertisements must be approved. Do not attach to walls, ceiling or glass.

e Ifaneventis canceled, notification must be received within 48 hours to avoid loss of privilege to
use the facility/fees and 72 hours for catering.

e Please address questions/concerns to Teresa Oxendine Regional Center Director, at (910) 775-
4000.

REFRESHMENTS: (Regional Center stgaff can arrange for food service)
e Sodexho has an exclusive food contract on the UNCP campus.
e Food and beverage (including light refreshments) must be provided by Sodexho.

RENTAL FEE CHART: COST FOR EQUIPMENT:
Rooms (each)

Facility 1-2 hrs. 3-5hrs. >5hrs. Laptop or PC/LCD Projector $50.00

Conference Rm $30.00 $40.00 $50.00 Easel (no paper) $10.00

Board Rm $40.00 $50.00 $60.00 Podium w/microphone $15.00

Auditorium $60.00 $80.00 $100.00 Wireless Mic $20.00

Auditorium A $30.00 $40.00 $50.00 Sound System $60.00

Auditorium B $30.00 $40.00 $50.00 Elmo/Document Camera $40.00

Computer Lab $50.00 $60.00 $70.00 VCR/LCD Projector $35.00
DVD/LCD Projector $50.00
VideoConferencing $50.00/hr

ROOM CAPACITIES:

Conference Room (10 or less) Board Room (26 or less) Computer Classroom (24)
Auditorium (200 theatre-style, 160 classroom style) - This space can be divided to make two classrooms
A & B.

| agree to abide by the regulations governing use of space, understand the terms and conditions and
accept the responsibility and liability as defined for the financial obligations.

Signed Date
Applicant

Please return to:
The Regional Center for Economic, Community and Professional Development

P.O. Box 1510
Pembroke, NC 28372-1510
Fax: (910) 775-4005

For Office Use Only: Rec’d Date: Time: Approval:
Room Rental: $ Budget: Labor: $ Budget:
Misc: (clean-up, A/V, reset, damages): $ Budget: Approval: 4/05
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