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Training Center Rental Agreement
People/organizations desiring to use the training center must complete this form and submit it to the staff at the front counter at the Hermantown Police Department.  The form needs to be completed annually for organizations using the facilities periodically throughout the year.  This form and all applicable fees shall be submitted within seven (7) days of making the reservation.  The request will be reviewed.  Staff will confirm your booking if the use falls within policy guidelines and the room is available.  City staff will confirm or deny the request as soon as possible.  Rental requests are not authorized until the application has been officially approved and city staff has advised the requesting party/organization.  Cancellations must provide 24 hours' notice to receive a refund.  

	Personal/Organization Information
	

	Name:      
	Address:      

	Organization:      
	City/State:      

	Phone:      
	Email:      

	
	Tulip Liability Insurance

	
	  FORMCHECKBOX 
Yes    FORMCHECKBOX 
No


	Facility Information
	
	
	

	Date of Use:      
	Add'l Dates:      
	     
	     

	Time of Use:  From:         FORMCHECKBOX 
AM  FORMCHECKBOX 
 PM
	To:         FORMCHECKBOX 
AM  FORMCHECKBOX 
 PM
	# of Participants:      


	Purpose of Meeting:
	     


	Equipment
	

	The City of Hermantown has equipment set up for use during training rentals.  This equipment includes a projector and televisions, sound system, DVD player, and a computer.  It is our preference that renters use our computer with a flash drive for presentations, but an HDMI cable is available if renters must use their own laptops.  HDMI is the only cable available for this purpose.  

	The following equipment is requested for use during this rental:

	 FORMCHECKBOX 
 Flash drive input   FORMCHECKBOX 
HDMI cable   FORMCHECKBOX 
 microphones   FORMCHECKBOX 
 DVD player

	Food services tables are requested:  FORMCHECKBOX 
 Hallway   FORMCHECKBOX 
 Back of training center   FORMCHECKBOX 
Not Applicable


Hold Harmless Agreement
I understand that my use of the training center is voluntary and that I am using it for my benefit only.  I agree that my use of the training center is undertaken at my own risk and that the City of Hermantown will not be liable for any claims, injuries, damages of whatever nature incurred by me or members of my organization due to the negligence of members of my organization or the negligence of third parties.  On behalf of myself and the organization that I represent, I expressly forever release and discharge the City, its agents or employees, from any such claims, injuries or damages of whatever nature arising out of or connected with my use of the training center facility.  I or the organization I represent also agree to reimburse the City for any damage, breakage, maintenance, and theft of equipment if so warranted.
	User Representative:      
	Date:      


	For Office Use Only:
	Approved By:                                    
	                                                                      
	

	
	Fee Amount:
	
	Check #
	


Hermantown Police Department - 5111 Maple Grove Road, Hermantown, MN 55811 - Phone (218) 729-1200 - Fax (218) 729-1201 - www.hermantownmn.com

The Room Rental Agreement provides use of the room, but does not include services from city staff.  

The Training Center hours are:


Monday - Friday
8:00 a.m. to 4:30 p.m. (business hours)


Monday - Friday
4:30 p.m. to 9:00 p.m. (after hours)


Saturday

8:00 a.m. to 9:00 p.m. (after hours / Saturday)

All groups using the facility during business hours:  Set up and clean up must be done during the hours of 8:00 a.m. to 4:30 p.m.  Any use outside those hours will result in a charge for after-hours use.   Any requests to come in on a separate day to set up will fall under fee schedule guidelines.

The facility phone number should not be used when promoting your room use.  The City of Hermantown is not responsible for receiving inquiries on your meeting.  Supplies for your meeting should not be shipped to the facility.  

TULIP - the Tenant User Liability Insurance Program - provides private individuals and groups with access to low cost liability coverage of as much as $1 million for special events held at city facilities.  Call the City Clerk at (218) 729-3600 for the form.  This is an option offered by the League of MN Cities Insurance Trust.

The City of Hermantown Fee Schedule governs all service requests, such as photocopies.

The Training Center rental includes use of the microwave, oven, refrigerator, and coffee pots.  Packet coffee must be used in the small Bunn pot.  Rentals do NOT include serving utensils, dishware, paper supplies or coffee.  Alcohol is not permitted on City Property.
The Training Center has a capacity of 125 people.  The room is set up training style with 30 tables and 60 chairs.  Additional chairs are available for us.  
The Training Center has long tables that can be set up in the hallway or the back of the training center room to be used for food service.  Prior notice is appreciated so these can be set up.  

Equipment is available by advance request and includes a projector and televisions, computer with flash drive input, DVD player, microphones, and a podium.   If users must use their own laptop for presentations, an HDMI cable is the only connection available.  
Users are responsible for cleaning after their room use.  Cleaning supplies are provided.  Users may arrange tables to accommodate non-training uses, but the user is then responsible for placing all the tables and chairs back in the original position.

If the user is city staff and/or fire department; by signing this form, they state they will be in attendance at the event and will be responsible for the cleanup.  

For more information: www.hermantownmn.com  Look under Police, then Training Center
