SURA PROPERTY RENTAL REQUEST
Requestor:       
 FORMCHECKBOX 
 JLab Employee
 FORMCHECKBOX 
 JLab User
Date:       
Contact number and e-mail address:       
FUNCTION INFORMATION

Facility Requested:   FORMCHECKBOX 
 Great Room (capacity is 50)
 FORMCHECKBOX 
 Field
 FORMCHECKBOX 
 Other SURA Property (describe:      )
Method of payment:   FORMCHECKBOX 
 Invoice
 FORMCHECKBOX 
 Personal check
 FORMCHECKBOX 
 Credit card (we will contact you for credit card information)
Description of Event:       
Date of Event:      
Time of Event:        to       (indicate am/pm)
Number of attendees:       
Print Name of Host:      
Signature/Date:_______________________________________
The host is the JLab staff member who is sponsoring the event.  For user-sponsored events, a member of the Users Group Board may serve as the host.  The host must be present during the entire event.  The host is the responsible party for appropriate use of the rented facility, including the payment of costs associated with use and costs to repair damages to facility during use.  If alcohol will be served or consumed during the event, it is the sole responsibility of the host to obtain a proper license with correct event date and address of the facility.  The host ensures that attendees conduct themselves in a responsible manner, including dealing with disruptive attendees.  Host is responsible for cleaning of rented common area.  Any outsourced services for cleanup i.e. trash receptacles, removal of tents or other equipment, etc. will be billed to Host.  Rental Request Clean-up Checklist will be provided at time of event.
Will food and/or beverages be served?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
Will alcohol be served or consumed?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No.  If alcohol is being served or consumed, the signature of an approving official (the Lab Director, Deputy Director, COO, Associate Director, or Deputy AD) is required below.  The approving official must be present during the entire event and is the responsible party for compliance with the laws and terms of the banquet license.
Print Name:      
Signature/Date:_______________________________________
A banquet license must be obtained from the Virginia Department of Alcoholic Beverage Control for the serving and consumption of alcohol during your function.  See http://www.abc.virginia.gov/licensing.html for information and instructions regarding application for license.  Selling or serving alcohol to an underage person is considered one of the most serious ABC violations and is against the law.  Do not allow anyone younger than 21 years of age to purchase or consume alcoholic beverages at your event.  Do not allow persons of legal age to provide alcoholic beverages to anyone underage.  Violating any of these regulations can result in the conviction of a Class 1 Misdemeanor.  For more information and helpful hints on responsible hosting of events, please visit http://www.abc.virginia.gov/partyguide/Partyguide.html 
Banquet license and completed rental form must be received at the Residence Facility at least two (2) business days before your event.
The SURA Residence Facility and surrounding SURA property is for the peaceful enjoyment of our guests.  Please show consideration for guests who are staying at the Residence Facility and their use of the common areas during your event.

Residence Facility Signature________________________________________
Date_______________________________
SURA Chief Governance Office – For Internal Use

Authorized Signature_____________________________________________________
Date___________________________________

Comments:______________________________________________________________________________________________________

_______________________________________________________________________________________________________________
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