FOR OFFICE USE ONLY:

APPROVED BY: ________________________

NAME: ______________________________   TITLE: __________________

DATE: _______________________________

TOTAL COST: $  ______     KEY ACCESS   Y     N           CUSTODIAN    Y   N             AV  EQUIP    Y    N

                                                      COST $_____              COST  $_____                       COST $_____

UConn Hillel Room Rental
Building rental is arranged through Scott Selig, our Executive Director, or Maureen Harakaly, our Office Manager.  In order to book your space, a Rental Form should be completed along with a check for the rental fee, custodial fee, and insurance, when applicable. The check will be held until the event takes place.
A rental fee is charged for all events with the exception of Hillel events.  Student sponsored and nonprofit events fees are at the discretion of the Director.   

UConn Hillel Rental Policies

Thank you for selecting Hillel as the venue for your event.  Hillel is a Jewish Student Center on the campus of University of Connecticut (54 N.  Eagleville Rd). Many activities take place at our facility year round so we may not be able to accommodate your request. Also, not all groups will be allowed to hold an event at UConn Hillel.  Each request must be approved by Scott Selig, our Executive Director; reasons for not allowing an event to take place could be 1) interference with another group or activity already scheduled, 2) conflict of interest, 3) uninsurable, 4) time needed, 5) inability to secure custodial help to clean up afterwards.
We have several locations for rent.  Depending upon your needs you may wish to consider one or all of them.

Multi purpose room A –(this room may be combined with Mulit purpose Room B or kept separate by a folding wall)  This room is located on the main floor to the right of the front entrance.  This room contains tables, chairs, large screen TV and video equipment.  It can accommodate 120 people.
Multi purpose room B – This room is located on the main floor to the right of the front entrance.  (this room can be combined or kept separate by the folding wall)  This room contains tables, chairs, and a buffet bar.  It can accommodate 48 people.

Hillel Basement TV/Game room – This room is located down stairs.  This room contains a large screen TV with comfortable couches, pool table, ping pong table, small kitchen area with sink, small refrigerator, microwave and a Coke machine and two bathrooms.  This room can accommodate approx. 40 people.

Red Room – This room is located on the main floor to the left of the front entrance.  This room contains a table and chairs.  It is located next the restrooms. This room can accommodate 18 people.
Green Conference Room – This room is located on the top level beyond the multipurpose rooms.  This room contains a large conference table, chairs, water machine and a video screen.  This room can accommodate 26 people.
Cost for Events Coverage (per event)

· Insurance coverage

$120
· Lost Key Fee


$ 75

· Custodian


$125

· AV Equipment


$125
· Room Reservation (hourly)

· Red Conference Room 


$ 50 p. hour

· Green Conference Room

$ 100 p. hour

· Multipurpose Room A (big room)
$250 p. hour

· Multipurpose Room B (dining room)
$ 150 p. hour

· Multipurpose Room A & B

$350 p. hour

· Basement



$ 50 p. hour

· Patio




$100 p. hour

Alcohol Policy
Alcohol can be served at any non-student sponsored event in accordance with university catering and their regulations.
FOOD

All food in the facility must be in accordance with the UConn Hillel Kashrut policy.  

DAMAGES
Any damages from decorating or altering equipment will be charged to restore equipment to its original condition when delivered.  In this case a minimum fee of $425 will be charged.

The following are guidelines to keep in mind when renting this facility:
1. Our standard rental fees assume use of the facilities for a period of no more than seven hours (not including the setup by our custodian or your own preparation after this setup).
2. UConn Hillel has a mandatory special events policy. If you provide us with proof of insurance naming UConn Hillel as an additional insurance for that date with $1,000,000 in liability you will not have to pay $120 for insurance.  The $120 fee is above and beyond all other fees.  Please fill out the attached form and enclose it with a check made out to UConn Hillel.

3. Rental of any of the rooms may or may not include the UConn Hillel sound systems. 

4. If you are using the Hillel kitchen all food needs to be in accordance with the UConn Hillel Kashrut Policy.

5. Garbage cans should be left in the kitchen or by the kitchen door.  Please remove all decorations you may have put up.  Please do not dump cups or containers with liquids into the garbage cans, first pour out the liquids in the kitchen sinks, then discard the containers.  All rubbish should be placed in the garbage cans provided in the multi purpose room garbage cans, conference room garbage can or the basement garbage cans depending on the rooms you will be using. All events must end by 12:00 a.m. or the agreed upon hour.
6. If there are aluminum cans please separate them from the other trash.

Payment Received _________

Check number and amount ____________

SPACE RENTAL FORM

Desired date/time of event _______________  Alternative date/time ________________________

1. Name of Organization or Applicant: _____________________________________________

2. Person assuming responsibility for event: Name: ___________________________________

Address: _______________________________________________________________________

Phone: ____________________________  Email: ______________________________________

3.  Who else can be contacted? ____________________________________________________

Phone: ____________________________    Email: ______________________________________

4. Give a brief description of the nature of the event:
5. Give a brief description of the nature of the publicity:

6. Maximum expected attendance ______________________

7. Will sound amplifying equipment be used?  YES____  NO____

8. No alcohol is allowed for student groups: Please see attached policies from the University of Connecticut Student Handbook for further explanation.

Note:  Completion of this form does not constitute automatic reservation of space.

Approved by: _________________________________  Disapproved by: __________________________

Reason for disapproval: _________________________________________________________________

Custodial approval: ____________________________ Disapproved by: ___________________________
Reason for disapproval: _________________________________________________________________

UConn Hillel
Floor Plan and requirements

Indicate items needed for you event
1. Tables      

 
 __________________

2. Chairs        


__________________

3. Number of chairs per table 
__________________

4. Table Clothes (plastic) 

__________________

5. Custodial Clean up

__________________

6. Folding wall Open/Closed
__________________
Special instructions:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

---------------------------------------------------------For UConn Hillel use-------------------------------------------------------------

Date of Event ___________________________

Payment Received (date and amount) ____________________________

Insurance Required     YES or NO

Insurance Payment sent to  (date) _______________

University Insurance   YES  or  NO
Damage Disclaimer 
I ______________________ accept full responsibility for any damages caused to the Hillel building from my/our negligence and will pay for damages within 30 days of receiving an invoice.

I/we agree that there will be NO signage or tape whatsoever used on the interior or exterior of the Hillel facility.

I / we assume full responsibility and will remunerate UCONN Hillel for any incidental damages caused to any part of the Hillel facility (internally/externally). 

SIGNATURE ___________________________

NAME ________________________________

DATE _________________________________
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