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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges
Use of Facilities 
The Technical Colleges participate and promotes community participation in civic and community functions. Colleges’ facilities are available for community and civic functions that promote the interests of the college and foster the image of the college in the community.  The facilities are available for functions, both public and private, related to business, industry, health, economic development, and the arts.  Priority for facility use will be given to college sponsored or instructional related activities.

Appropriate charges may be assessed for the use of the facilities in order to cover costs incurred as well as equipment maintenance.  Additional fees may be assessed for the use of audio visual equipment, custodial staff and/or technical support staff, etc.  If an organization desiring to use the facility has a commercial general liability insurance policy, a certificate of insurance should be requested from the insurance carrier and the organization should sign a License Agreement Covering the Use.  If an organization has no commercial general liability insurance policy, no Hold Harmless Agreement is required.  Decisions regarding the use of the facility and appropriate fees assessed for this use shall rest with the College and its local Board of Directors and any deviation from the fee structure shall be approved by the College’s president.  The College will also determine the times of facility availability based on the schedule and hours of operation of the college.  
The President may require, as a condition precedent for using a facility, that a non-governmental organization obtain liability insurance coverage, in a form satisfactory to the President, that additionally insures the Technical College System of Georgia, including the Technical College and its employees against any/all liabilities and claims that may arise out of the organization’s use of the facility.
Each college shall establish a formal process by which the facility is requested, contracts are written and fees are assessed, reduced or waived.  This process shall be documented and any deviation from the published rates shall be supported with a written request and justification. 
Example of Fee Structure and Contract
Requests for facility lease must be submitted at least 30 days prior to the event.  The signed contract and rental fee are due two (2) weeks prior to the event.  For events that are conducted for profit (participants are charged a fee by the user) and events not affiliated with the Technical College, the fees listed below apply.

Facility areas subject to rental (if available and with the approval of the College):

Facility Area





Amount of  Rental
Auditorium OR Atrium








Category I -Governmental Agencies
 $100.00


Category II -Non-Profit Public Service/Charitable Agencies
$150.00


Category III -Local Businesses, Industries, Private Agencies 


   or Individuals
$300.00


Category IV- Non-Local Business, Industries, Private  


   Agencies or Individuals
$450.00

Classroom (lecture)
$  50.00

Computer Lab 
$  50.00/Participant

Technical Lab
$  75.00

Conference Room
$  50.00

Other:


Student Center (All Events)*
$200.00


Lab Hancock Center
$250.00


Equipment and Services:



Overhead Projector
$50/per day



VCR/DVD Player
$50/per day



PowerPoint
$60/per day




$40/per day if you provide laptop



Copier Service
$0.20/per copy


Tech Support Fee
$30.00/hour


Set-up Table and Chairs
$125.00/day


Managers Fee
$50/hour


Custodial Fee
$15/hour



*STUDENT CENTER INCLUDES LIMITED NO. OF TABLES & CHAIRS (ALREADY IN PLACE)

All per hour charges will be a minimum of one hour charge and then calculated based on each half hour or partial half hour thereafter.

All users will pay a $50.00 per hour manager’s fee if the facility is used on a non-work day or when the College is closed.  This fee will cover the cost of having an employee on campus to open and close the classroom/lab or as specified in the rental agreement.  There is a minimum charge of 1 hour – 30 minutes prior to event and 30 minutes after event. 

Events requiring custodial service during the event will be charged $15.00 per hour per custodian needed. The number of custodians to be present will be determined by the college.

At the determination of the College and in accordance with applicable laws and ordinances, some events may require the presence of police or other public safety officials.  The expense of these officials will be the responsibility of the lessee/renter.

First priority will be given to instructional or instructional support activities.  Due to the delay in the quarterly scheduling of classes/room assignments, external rental of facility will not usually be scheduled more than one quarter in advance.

AGREEMENT BETWEEN THE TECHNICAL COLLEGE 

AND THE USER:

1. The College will make the final decision on personnel needed for any event.

2. A deposit in the amount of the rental fee will be submitted with the signed contract two (2) weeks prior to the date of the event.

3. Forty-eight (48) hours notice must be given to receive a refund of the deposit, less a 10% service charge, if cancellation is necessary.

4. It is agreed that there will be NO SMOKING OR USE OF TOBBACO PRODUCTS in any building.  Permission to serve food or beverages must be obtained from the College.  The possession or use of alcoholic beverages on campus is prohibited.
5. The renting group is responsible for equipment used, and no equipment except that specified is to be used or moved without prior approval of the Vice President of Administrative Services.

6. Any damage to the facility and/or equipment beyond normal wear from use, will be the responsibility of the lessee/renter.
7. All litter is to be placed in proper receptacles.

8. It is understood that the College personnel are not responsible for service for any time period other than that stipulated by this contract, and access is not provided for times other than the time period specified by this contract.

9. Requests should be made no less than 30 days prior to desired use of the facility. 

10. Client agrees to hold the state of Georgia, the Technical College System of Georgia, the Technical College and their officers and employees blameless in the event of any personal injuries, loss of life, theft or damages arising out of use of contracted facilities.

11. The Technical College is not responsible for damage or loss of any article or equipment kept or left in the contracted facility before, during or after an event.

In its occupancy and use of the premises, Lessee shall not discriminate against any person on the basis of race, gender, color, national origin, religion, age or disability.  This covenant of Lessee may be enforced by termination of this lease, by injunction, and by any other remedy available at law to Lessor.
Date of Activity:      
Time of Activity:      
Description of Activity/Special Requirements/Equipment Needed:      
The signing of this agreement does not constitute approval to use space until reviewed by the College.  The applicant will be provided a copy of the contract indicating approval or denial
Applicant Name:        


Phone Number:      
Applicant Mailing Address:      
Applicant Signature







Date/Time
FOR OFFICE USE ONLY
Approval Request:  
     Granted      



 FORMCHECKBOX 
Denied      



                   Time & Date



                   Time & Date
Comments:      
Charges/Fees:


Rental:      


Deposit:      

Custodial:      

Manager:      

Technician:      

Equipment:      

Other:      

TOTAL:      
REGULATIONS FOR FACILITY UTILIZATION

Please initial after each statement

1. REQUESTS AND AGREEMENTS:  Requests for utilization should be submitted to ___________ Technical College at least 30 days prior to the event.  Requests are approved on the basis of availability.  Once the request is submitted and approved, the user will be contacted if additional information is needed.  A contract will then be sent to the user.  The total fee including any rental charges and technical support fees must be paid two weeks prior to use along with a refundable deposit of $100 for the managers fees and custodial fees.  However, this fee is a projected fee based on the user’s stated needs at the time of the contract negotiations; the actual fee is based on the expense incurred.  If the actual fee is less than the projected fee then the difference will be refunded. If the projected fee is more an invoice will be mailed.  The signed contract, the fee, and deposit are due two weeks prior to the event._________

2. HOLD HARMLESS AGREEMENT:  Please sign the attached Hold Harmless Agreement and return the form to the College. Enclose a certificate of liability insurance naming the Technical College as an additional insured for the event, if applicable. _________

3. SMOKING:  Smoking is not permitted within the building.  _________

4. FOOD, DRINK, AND MEAL FUNCTIONS:  Food and drink are not permitted within the building except in the Student Center and Atrium.  No food or drinks are allowed in the auditorium.  The Student Center may also be used for small meal functions with up to 60 participants, provided the center is not being used by students.  Students will receive priority in the use of the Student Center.  Refer to State Use of Alcohol regulation.   ________

5. USE OF FOLDING TABLES AND CHAIRS:  Folding tables and chairs may be used only in the Atrium and Student Center and Lab.  A very limited number of folding tables may be available from the College.  There is an additional fee for set up and take down of table and chairs.___________

6. ACCESS TO INSTRUCTIONAL AREA:  Unless specified in the utilization agreement, user is not authorized to enter the administrative or instructional wings of the building.___________
7. SEATING CAPACITY OF THE AUDITORIUMS:  The seating capacity the Auditorium is 250 persons. It is not lawful to permit occupancy in an auditorium that exceeds seating capacity. __________
8. PARKING, LOADING, OR UNLOADING:  Paved parking lots are provided by the College.  It is permitted for vehicles to drive onto the concrete sidewalks at the front and rear of the school in order to load or unload.  Clearance should be obtained from the college staff prior to such activity.  _____________
9. ADVERTISING:  Users shall not advertise any performance or the appearance of any performer or meeting prior to the signing of the agreement, or until agreements between all parties involved have been properly executed and exhibited to the staff of the college._________
10. CLEANUP:  Each group is responsible for disposing of large items of trash within the parking lot, the auditorium, and all other areas used.   ________
11. UNLOCKING DOORS:  Users shall not unlock any doors without the Manager’s permission.  If, for any reason, equipment or merchandise is stolen due to the user tampering with, taping locks, or propping doors open, etc…, the College will charge the user for stolen merchandise._____________

12. FEES FOR DAMAGES:  If damages result from the utilization of the building and the cost of repairs exceeds the amount of the security deposit, the user will be invoiced for the additional amount and will be required to pay for any damages, costs, or claims that arise from the use of the facilities. _________

13. CANCELLATION POLICY: The College does reserve the right to impose a cancellation charge for any expenses incurred prior to cancellation date._____________

Request for Reduction or Waiver of Facility Usage Fees
Group Requesting Fee Reduction/Waiver ______________________________
Area (s) of Facility Using ___________________________________________

Date and Time of Use ______________________________________________

Standard Rate_______________________

Requested Rate ______________________

Justification for Reduction/Waiver
Approved Rate ______________________
Justification

_________________________________

President                                      Date

