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City of Monroe

PW/Parks & Recreation 

769 Village Way Monroe, WA 98272-2198 

360-863-4559 (office) 360-863-4601 (fax)

E-mail:  djacobsen@ci.monroe.wa.us                                                                                          

RESERVATION APPLICATION FOR MEETING ROOM
	Applicant/Organization:
	Today’s Date:



	Person In Charge:
	Title:  

	Home Phone:
	Work Phone:
	Cell Phone:



	Email Address:
	Fax Number:



	Mailing Address:



	Date of Event:
	Time of Event:
	# of People Expected:


Which meeting room do you wish to reserve?
· Camp Riley Room ~ 769 Village Way, Monroe WA  98272
· Other  __________________________  

What type of meeting are you planning?

· HOA meeting
· Awards Ceremony

· Other __________________________________________________________________
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((

Fees:


$20.00 per hour (code 75% 000-000-000-000-000-000-000 & 25% 000-000-000-000-000)



$50.00 refundable cleaning/damage deposit (code 000-000-000-000-000)
Room Availability:
Monday ~ Friday 3:30 pm – 10:30 pm

Capacity:

Seating capacity for 12 
Square Footage:
300

Amenities:

Table, chairs, electrical power, running water, restrooms
No refund will be given if cancellation is less than 30 days. A $30.00 fee is charged for all returned/NSF checks.

FOR OFFICE USE ONLY

Date Received ____________________
Route to Parks Director for Approval
Reservation Request Approved?

· Yes, facility is available.  BRING THIS APPROVED FORM WITH YOU TO EVENT.  . THIS APRROVED FORM IS YOUR PROOF THAT FACILITY IS RESERVED.

· No, facility is not available.

Comments ________________________________________________________________________________

Date Approved ____________________

Signature _______________________________________
Cleaning/damage deposit refund [  ] Yes   [  ] No   Date Routed to Finance ________________________
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