[image: image1.png]COMMISSION ON

ECONOMIC OPPORTUNITY
Hope. Opportunity. Success.





Joseph L. Bruno Family Resource Center

Conference Room Agreement  SEQ CHAPTER \h \r 1
“Conference Room” : Joseph L. Bruno Family Resource Center, 2328 Fifth Avenue, Troy, New York 12180
“Company”: __________________________________________________________________

This room is only available to businesses, corporations, or not-for-profit agencies.

Address: ______________________________________________ Contact Person:__________________________

Phone: _____________________________ Fax: __________________________ Email: _____________________

Event: ______________________________________________________________________________________

Event Date: __________________________________ Event Time Limits: From__________To:_____________

**Please note all events must be OUT by 5:00 p.m. unless arrangements are made when this agreement is signed. Additional charges will be added for events during non-business hours.

Guaranteed Number of Attendees: ______________________________

**This guarantee applies to food and beverage.  The Company will be responsible for the number of persons served, or the number guaranteed, whichever is greater. You may change the guaranteed number of attendees for your event NOT LESS THAN ONE WEEK PRIOR TO THE EVENT.
Food Service: Breakfast and beverage service is available through CEO.  All other meals should be pre-arranged with an outside caterer.  See CEO’s website (www.ceo-cap.org) for a suggestion of local catering facilities.
**An 18% service charge and applicable state sales tax will be added to your food invoice.  This is not a gratuity.

Deposit: A deposit of $200 is required to secure the date(s) for your event.

**The deposit will be credited to the final bill. An event date is not considered confirmed without this deposit. The deposit becomes non-refundable thirty days after receipt.

Room Rental Flat Fee: The room may be rented (without food & beverage) for a flat fee of a non-refundable payment of $200 (maximum of four hours).

Payment: On the day of your event, the balance due on your final bill, after it is reduced by advance deposit(s), is REQUIRED.

Audio Visual/Sound Equipment: Audio Visual/Sound Equipment is available for an additional fee.

The Conference Room Rules are part of this Agreement.

**The Conference Room Rules are subject to change from time to time by CEO.

This is a revocable license, not a lease, and you are not a tenant. This Agreement can be terminated by CEO at any time with or without cause. This Agreement is not valid unless it is signed by the Executive Director, Deputy Executive Director, or Director of Communications & Development of CEO and all required fees and deposits have been received by CEO.
Company: _______________________________ 
Commission on Economic Opportunity for the Greater Capital Region, Inc.
By:   ____
    By:   

 

        Signature of Authorized Officer
Signature of Authorized Officer    

Title: 
    Title:  


Date:
     Date:  
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