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400 Hastings Rd.

Lake Forest, IL 60045

(847) 810-3980 / (847) 615-4251 (fax)

CROYA
Facilities Contract

I / we request use of CROYA facilities as listed below and agree to adhere to all rules and regulations established by CROYA and the City of Lake Forest.  I / we agree to indemnify and hold harmless CROYA, The City of Lake Forest and its officers, agents, and employees from and against all liability charges, claims, and actions rising out of or in connection with the said use of CROYA facilities.

GENERAL REGULATIONS:

A. Applicants of The City of Lake Forest, The Village of Lake Bluff, and
             The Village of Knollwood will have priority booking. 
B. All applicants granted permission to use the CROYA facilities will assume the responsibility for the loss of any object or objects that are damaged or destroyed as a result of the activities engaged in by the applicant or any patron in attendance. It is strongly recommended that applicants obtain adequate insurance for self-protection.
C. All applicants granted permission to use the CROYA facilities, agree to wave and relinquish any and all claims against CROYA, City of Lake Forest and its officers, agents, and employees, of injury and liability, including death, damage or losses sustained, as a result of the activities engaged in by the applicant or any patron in attendance.    
D. CROYA, City of Lake Forest and its officers, agents, and employees, shall not be responsible for damage to or loss of property upon the CROYA premises which are sustained by the applicant, participant in a program, or patron of any program held in CROYA.

D. All applications are subject to cancellation, with or without due notice, for any reason whatsoever.

E. Conduct of all representatives of the applicant and patrons of the event covered by the application shall be in agreement with the conduct expected at events sponsored by CROYA. Possession or consumption of
             intoxicants in the building or on the grounds is specifically prohibited by City Ordinance. Smoking is
                    prohibited in all areas of the CROYA facility. Exceptions may be made for alcohol to be served with a dram

                    shop policy. A dram shop license can be purchased from the City of Lake Forest (City Hall), proof of insurance

                    is required for the license.   
E. Applicant must be present at all times during the rental period and/or until all participants have vacated the premises. Additional supervision for doors exiting into the Lake Forest Recreation Center must be considered.
F. Adequate supervision must be provided by the applicant for any event at which minors will be present. 
G. Only furniture or equipment specifically approved in the application shall be used by the applicant. The applicant is responsible for repair or replacement if after use any furniture or equipment is damaged. Concluding the event, rooms must be left in a neat and orderly manner. If additional cleaning is needed, the applicant will be billed directly.
                    (See Back of Form)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
                                                   CROYA Contract Information                                        Side 2
Name of Organization or person(s) responsible for_______________________________________________________
Applicants Signature: _____________________________ Printed Signature: _________________________________ 












Address:








Email:






Home Phone:


__Work Phone:



Cell Phone:


______


Purpose/type of Rental:






Date of Event:


______
# of people (estimated):


Participant cost to attend event:






Rental Fee: See page 2 for details 

Security Deposit: $ 50.00 dollars is due with signed contract to secure your request.
Staff Fees: (1) required staff member is $ 25.00 dollars per hour. If additional staff is required, each staff is billed at $ 15.00 dollars an hour. 
Room(s) Requested (mark those that apply):
______ Lola’s Student Union & Kitchen                     Fee: ______                                      

______ Allen Family Room & Kitchen                       Fee: ______
______ D. J. Booth                                                       Fee: ______
______ Martino Wellness Studio                                 Fee: ______
______ Farwell’s Lower Lounge                                 Fee: ______
______ Recording Studio & Control Room                 Fee: ______
______ Hotchkiss’s Lower Level Classroom(s)          Fee: ______
Please Note: Rental charges will apply for set up and take down time needed by applicant.
Set-up Time: _______________ (am/pm)   to
_________ (am/pm)

Event Time:  _______________ (am/pm)   to
_________ (am/pm)

Clean-up Time: _______________ (am/pm) to
_________ (am/pm)
TOTAL FEE: _________________________
Equipment Requested:

# of tables and location_____________________________________
# of chairs and location_____________________________________

# Audio/visual equipment and location_________________________
Other___________________________________________________
Special Event Notes: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If paying with VISA or MASTERCARD:
                Credit Card #:




_______Exp. Date:

_________

                Authorized Signature:



_______
OFFICE USE ONLY
Approved by:





Date:




Date of payment:


Check #:

Cash:


Credit Card:


Entered on CLASS Facility Program: __________________ Entered by: _____________ 
Date copy sent to Applicant:




 
                                                                                                                                                                        Page 2
[image: image2.png]Committee Representing Our Young Adults




CROYA Rental Fees

&

Room Descriptions
(Room capacities are determined at time of booking) 
Lola’s Student Union 

Minimum of 2 paid staff up to 75 people, above 75 people 3 paid staff 
Room Fee: $ 50.00 an hour 

A large multipurpose room featuring a Main Stage capable of multimedia functions (music, gaming, movies, power-point, etc.) Additional areas include a café, a game room, and a large kitchen. 
The Allen Family Room & Kitchen
Minimum of 1 paid staff up to 75 people, above 75 people 2 paid staff 
Room Fee: $ 25.00 an hour 

A large meeting space, kitchen, and an adjacent lounge with multimedia capabilities.
D. J. Booth

Room Fee: $ 15.00 an hour

A fully equipped studio that’s able to control the main stage and main gathering space.

Martino’s Wellness Studio
Minimum of 1 paid staff
Room Fee: $ 20.00 an hour
Large studio space lined with full length mirrors, a wood floor, and sound system.
Farwell’s Lower Lounge w/kitchenette
Minimum of 1 paid staff
Room Fee: $ 25.00 an hour

A large cozy lounge and flat screen TV (includes audio/visual capabilities), and a kitchenette with fridge, microwave, and sink.

Recording Studio & Control Room

Room Fee: Determined at time of booking 
A fully equipped recording studio and ISO booth connected to a control room featuring Pro-Tools software and connectivity options to Main Stage and D.J. booth.

Hotchkiss’s Lower Level Classroom(s)

Room Fee: $ 20 .00 an hour or $ 10.00 per each smaller classroom
One large classroom capable of being divided into two classrooms, both with multimedia and computer capabilities.

. 

