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Tacoma Rhodes Center
950 Broadway
Tacoma, WA   98402
Conference Center reservation agreement
DATE: __________________​​​​​​​____   TYPE OF EVENT: _______________________________________ 
	Name of Agency
	

	Mailing Address
	
	City
	State
	Zip

	Contact Person/Coordinator
	
	Phone Number

	Meeting Date(s)
	
	Meeting Time
	
	Required Access Time

	Departure Time
	
	Estimated Attendance

	(event must end before 6pm)
	
	


	ITEM

DESCRIPTION
	EVENT

DATE(S)
	TIME(S) NEEDED
	FEE PER

DAY
	# OF DAYS

NEEDED
	TOTAL

DUE

	Conference Room
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	
	
	
	
	
	     

	Sales Tax 9.5%
	     
	     
	     
	     
	     

	TOTAL DUE 
	
	
	$0.00


Customer/
Agency agrees to pay all fees in full, upon, receipt of invoice. To avoid additional fees, cancellations must be received 24 hours prior to reservation date.  “No Shows” will be invoiced for the full reservation.  Customer/Agency agrees room and equipment will be left in the same condition, as rented.  Expenses incurred by the Building Owner for damage or extraordinary cleanup, as a result of Customer/Agency use, will be the sole responsibility of the Customer/Agency and will be invoiced accordingly.  Customer/Agency acknowledges that they have received, read, and received a copy of the Tacoma Rhodes Center Reservation Agreement, a copy of which is attached     (Customer/Agency initials).
CUSTOMER/ AGENCY




BUILDING OWNER (Tacoma Rhodes Center)
SIGNATURE





RICK THOMAS, BUILDING MANAGER (or designee)

PRINTED NAME





DATE
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TITLE

DATE


1. Parking is available on a “first come-first serve basis” on the 4th floor of the garage located at 940 Market Street.  Customer/Agency sponsors are responsible for informing all attendees of Tacoma Rhodes parking requirements.
2. In the event of an emergency, Department of Enterprise Services (DES) has priority use of the conference rooms in the Tacoma Rhodes Center.  In the event of an emergency, DES may cancel an existing reservation(s). If a reservation is canceled, Customer/Agency will be notified by Facility Services personnel as soon as possible.  

3. Access is provided beginning at 7:00 A.M., Monday through Friday, unless prior arrangements are made.  All activities must be complete and the conference center vacated by 6:00 P.M.
4. Customer/Agency is responsible for supplying all equipment needed for their meeting or activity.                    Upon departure, please remember to take your personal items and equipment.  The building owner is not responsible for lost or abandoned material or equipment.
5. Customer/Agency is responsible for general clean up of the room(s) after the event.  If additional expenses are incurred by the building owner for damage or clean-up, Customer/Agency will be invoiced the actual cost, plus a 15% administrative fee.
6. All Customers/Agency personnel, guests and visitors are expected to conduct themselves in a professional manner, at all times. 
7. In consideration of the State of Washington, Department of Enterprise Services  allowing the use of the conference center, Customer/Agency expressly agrees to hold harmless and indemnify the State of Washington, Department of Enterprise Services and its officers, agents, employees or otherwise, from any and all liability, loss or damage, including reasonable costs of defense, they may suffer as a result of claims, demands, action, or damages to any and all persons or property, costs or judgments against the State of Washington, Department of Enterprise Services which result from, arise out of, or are in any way connected with the use of the State of Washington, Department of Enterprise Services property by the Customer/Agency.
GENERAL INFORMATION
Tacoma Rhodes Building Tenants are allowed use of a conference room, twice per month, at “no charge.” Reservations must be made and are based on a “first come, first served” basis.  Reservations may be made up to six months in advance; however, “no shows” are charged the full reservation fee.
EQUIPMENT 
Orcas:  Internet (wired and wireless), microphone (hand held with cable), speakers (from ceiling), and a projector screen.  No projector equipment provided. 
Capacity:  150  





                   $125 for ½ day and $200 for full day.

Room 355:  Dry erase board.

Capacity: 15                                                                                             $30 for ½ day and $50 for full day.

Mezzanine North and Mezzanine South (No internet available)
        $50 for ½ day and $100 for full day.
Additional tables and chair are available upon request. 
Orcas Room
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Room 355
[image: image2.jpg]



Mezzanine North and South
[image: image3.jpg]



[image: image4.jpg]Orcas
Room 500

i
i“ Court C Alley

SBDunty Office
Suite 532

L

IR

E=re=

=
i
{E]

Garage 3rd Floor

Room
355

949 Market St

i





Meeting & Conference Center Rental Fees


Orcas – Accommodates 26 – 150             $125 half day $200 full day.


Room 355 – Accommodates 2 – 15            $30 half day   $50 full day.


Mezz North – Accommodates 75              $50 half day    $100 full day.


Mezz South – Accommodates 50              $50 half day    $100 full day.





Reservation 253-405-1111, email  � HYPERLINK "mailto:Rhodescenter@yahoo.com" �Rhodescenter@yahoo.com� or


    Fax to 253-597-3606





Self-catering permitted





Invoicing by Department of Enterprise Services following event





Rhodes Center Garage parking is at posted rates on a “first come-first served” bases. 





Customer/Agency is responsible for set-up of


 rooms.





Please make checks payable to:


Department of Enterprise Services









Tacoma Rhodes Center Meeting Room Information

Revised October 2014

