Center for Instruction, Technology, and Innovation {CiTi}
Meeting Room Reservation/ Use of Facilities Request Form

Attention: Tracy A. Dillabough        




 tdillabough@citiboces.org      

Complete and reply to:  Welcome Center



 Fax: 963-4445 Phone: 963-4251                                                                               



From: ________________________________________________ Department ________________________________

Title of Meeting: ______________________ Phone Extension: _________________ E mail: ______________________
Name of Organization: _________________________________________________ Number of Participants: ________ 

Room Requested: ______________________Day/ Date of Request: __________Start Time: ______ End Time: _______
Student Related Activity:  Yes / No (Please circle one)   


Building
Main ~ C110

· F140 ~ Multi-Purpose Room (After 4pm) 
400-500 Bleacher Seating


      







100-200 Seating at Tables



David Stern Education Building ~ E220








· Meeting/Training Room 133


20-25 people

· Board Room 127



up to 75 people




· Meeting Room 120



10 people

Phoenix Extension Site


· Computer Lab




16 people
· Meeting Room 117



35 people

Set-up requirements for room: Table(s) and Chairs: ____________ (Please attach a diagram on a separate sheet)
Possible Technology Requirements:  __________________________________________________________

You are required to inform all participants of the evacuation route and alternative routes in case of emergency.

The CiTi BOCES Campus is a NON SMOKING facility. We ask that your organization comply with our smoking policy.

An adult representative of the organization requesting use of the facility must directly supervise all activities related to this request.

All areas are to be left in same condition, as they appeared prior to use.

Applicable set-up charges may be applied to outside organizations.

The undersigned agrees that he/she will indemnify and hold free and harmless CiTi BOCES from any and all claims or actions for damages or loss of property including loss of the use thereof, and from any and all claims or actions for personal injury, sickness or disease, if caused by the undersign’s acts or omissions, the undersigned will pay any and all judgments, decrees, costs, including attorneys’ fees which may be rendered against CiTi BOCES, it’s directors, officers, agents and employees in any and all such actions or proceedings.
___________________________________________  
                 ____________________________________

Signature of Organization Representative (Requester)                      Approved by CiTi BOCES Representative (Designee)

Date _____________________




     Date __________________
Insurance Agreement – Use of Facilities   pg.2

!. 
Not withstanding any terms, conditions or provisions, in any other writing between the parties, the permittee hereby agrees to effectuate the naming of the district (CiTi ~ Oswego County BOCES) as an unrestricted additional insured on the permittee’s insurance policies, with the exception of workers’ compensation.

2. The policy naming the district as an additional insured shall:

· Be an insurance policy from an A.M. Best rate “secured,” New York State admitted insurer.

· Provide for 30 days notice of cancellation.

· State that the organization’s coverage shall be primary coverage for the district, its Board, employees and volunteers.

· The district shall be listed as an additional insured by using endorsement CG 2026 or broader.  The certificate must state that this endorsement is being used.  If another endorsement is used, a copy shall be included with the certificate of insurance.

3. The permittee agrees to indemnify the district for any applicable deductibles.

4. The insurance producer must indicate whether or not they are an agent for the companies providing the coverage.

5.
Required Insurance:
*Commercial General Liability Insurance






$1,000,000 per occurrence/$2,000,000 aggregate.

6. Permittee acknowledges that failure to obtain such insurance on behalf of the district constitutes a material breach of contract and subjects it to liability for damages, indemnification and all other legal remedies available to the district.  The permittee is to provide the district with a certificate of insurance, evidencing the above requirements have been met, prior to the commencement of work or use of the facilities.
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