
Tippecanoe Arts Federation - Wells Community Cultural Center

Regularly Scheduled Meetings - Room Reservation Request

638 North Street, Lafayette, IN  47901   Phone: 765/423-2787  FAX: 765/742-5724  E-mail:taf@tippecanoearts.org
Available Rooms: Lower Level/Basement Floor                                        Upper level 



~North Meeting Room     ~West Meeting Room
 
           

~Lobby               ~West Gallery
~East Meeting Room       ~Annex (Small) Meeting Room         

~East Gallery
   ~Northwest Gallery







Today’s Date ___/___/20___

Member Organization Making Request


Name of Organization’s President/Director


Daytime Phone: 
Evening Phone: 
E-mail: 


Name of Organization’s Treasurer/Bookkeeper

Treasurer’s/Bookkeeper’s Mailing Address 


Daytime Phone: 
Evening Phone: 
E-mail: 


1) Description of Activity During Meeting (i.e., business meeting, singing/playing instruments, art/craft workshop)


2) Estimated Number of People Attending 


	Month
	Day  / Year     
	Day of the Week
	Start Time
	End Time
	Room Requested (see above)

	Jan
	
	
	
	
	

	Feb
	
	
	
	
	

	Mar
	
	
	
	
	

	Apr
	
	
	
	
	

	May
	
	
	
	
	

	June
	
	
	
	
	

	July
	
	
	
	
	

	Aug
	
	
	 
	
	

	Sept
	
	
	
	
	

	Oct
	
	
	
	
	

	Nov
	
	
	
	
	

	Dec
	
	
	
	
	


3) Is there electronics equipment you wish to borrow from TAF?  (fill out equipment check-out form on page 2)
Liability:  The reserving organization shall be liable for claims, damages or losses arising from the use of the facilities and each member of the organization shall release and hold harmless Tippecanoe Arts Federation, and all staff and members of the board of directors from such claims, damages or losses.  The organization must abide by the Room Use Policies on the back of this form.
____________________________________________ Printed Name__________________________________________________Date____________
Signature of Responsible Person for Event (e-mailed forms do not require signature,  person signing form is responsible) 

	For Office Use Only

Reservation Approved by 
Date ___/___/___

Conditions/Comments_______________________________________________
Receive copy of Building User Procedures? _________ Oriented_______
	For Office Use Only

___ Entered on Bldg Calendar
___ Entered in Quickbooks

___ Pass-card access checked


Tippecanoe Arts Federation Building Use Policy

1. Member Organizations Eligible.  Use of the Wells Building is available only to Tippecanoe Arts Federation (TAF) and its Member Organizations (MO).  

2. Organization “Use” of Wells Building.  MO in good standing (including current dues) are eligible for 12 free “uses” of the Wells Building per membership year.  It is recommended that the MO track its own “uses.”  Confirmation of the accuracy of an MO’s records can be made with the TAF office at any time.

a. One “use” is up to a four-hour block of time in one room on one day used for a meeting or event.  Time cannot be carried over if the meeting is less than four hours.  If more than one room is used, it will count as an additional use.

b. Gallery Exhibitions, receiving of artwork for exhibits and opening receptions by a MO is not considered a “use”, and is covered under a separate policy.

c. Once all 12 allotted free “uses” (as described above) are depleted, a MO may purchase additional “uses” at the rate of $10 per “use” not to exceed $120 or 12 additional usages.  Any usages over the additional 12 must be approved by the Member Services Committee prior to the room being scheduled.
3. Building Hours & Space availability. 

	TAF’s galleries and offices are open to the public:

September through April
	Summer Hours: May through August

	Tues. – Fri. 9:00 AM to 5:00 PM

Sat. & Sun. 1:00 PM to 4:00 PM

Closed on Mon.
	Tues. – Fri. 9:00 AM to 5:00 PM

Closed on Sat., Sun. & Mon.

	Downstairs meeting rooms may be reserved:                                                                                                                               .     Year Round  Every Day, All day                                                                                                                 Upstairs Galleries & Lobby may be reserved: 
      September through April                                                             Summer Hours: May through August

	Mon. – Fri. After 5:00 PM 

Sat. & Sun. - Before 1:00 PM &/or After 4:00 PM 
	Mon. – Fri. After 5:00 PM 

Sat. & Sun. All day


4. Reservations Required.  Due to increasing demand for Wells Building by MOs, reservation forms must be submitted to secure use of space.  Regular meetings may be scheduled at one time for an entire calendar year, but special events must be scheduled as needed.

5. Reserving Space. Reservations are made on a first-come/first-served basis.  We cannot guarantee space will be available if you have not submitted a reservation form.

6. Prior Notice Needed for Access to Building.  TAF must receive 3 days prior notice of a meeting to be able to program an organization’s passcard so the building can be accessed after business-office hours.  

7. Care for Wells Building and Consideration of Others.  The Wells building enjoys a high volume of use by MOs.  So that all may enjoy the building, avoid misuse or abuse that might cause damage to the building, its furnishings, and loaned equipment, or cause frustration to other organization members.  

· Because of limited TAF Staffing, all Member Organizations are responsible for their own set-up of tables and chairs. When MO is finished with a room, please return the room to the condition in which you found it (return tables and chairs to original arrangement). 

· All food-related garbage must be bagged and disposed of in the outside dumpster.
· Member Organizations shall be responsible for damages, cleaning charges, or lost or stolen TAF equipment.  

8. Please remember that meeting rooms cannot be locked, and are used by many other MOs.  Therefore, TAF will not be held responsible for supplies and materials left in the building.
         ****   Thank you for helping TAF offer attractive meeting and event space to other member organizations!   **** 
  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
EQUIPMENT CHECK-OUT FORM
Equipment available for Member Organization use: (Check Equipment Requested)
	___Overhead Projector
___Movie Screen

___Slide Projector 

___LCD projector
	___TV

___VCR

___DVD

___Band Shell
	___Sound System

___Podium

___Boombox

___TAF Piano
	____ # of Chairs

____ # of Tables

____TMTA Piano (must get  

         permission from TMTA)


>  Electronics equipment must be placed in the upstairs office next to the elevator for security after use at an evening meeting ! ! ! ! ! ! ! ! !  

As a representative of the Member Organization, I agree to be responsible for and pay for repair of any damages incurred while this equipment is checked out to my MO.  TAF will arrange for the repair and invoice my MO for the cost of repair. 

Signed________________________________________________  date ____________________
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