Metta Fund Room Reservation and Use Agreement

{01047299.DOCX; 2}

-1-

2019

{01047299.DOCX; 2}

-2-

2019

•

•

{01047299.DOCX; 2}

-3-

2019

Addendum A

1.

Caterers shall have access to the room(s) only within the User’s reserved period of time.

2.

User shall have sole responsibility for any and all damage caused by any person or persons in attendance. User shall
replace any fixtures, equipment or supplies missing from the rooms following use in a manner acceptable to Metta Fund.

3.

Tablecloth and/or other protective covering must be used to prevent scratches and damage when equipment with a hot
or metal base are brought in and placed on top of the conference room tables.

4.

Before moving the tables around, please unlock the wheels by lifting the lever to upright position to prevent the wheels
from getting damaged.

5.

Unless the parties mutually agree otherwise in writing prior to the User’s reservation, Metta Fund does not provide storage
and is not liable for User’s materials, loss or disappearance of User’s materials, supplies, or equipment. Any items left in
the room may be disposed of by Metta Fund without notifying User.

6.

Metta Fund does not provide administrative support, use of copier or supplies.

7.

The serving of red wine is not allowed in meeting rooms.

8.

The use of adhesive tape on walls, hanging of banners on the walls or the hanging of any devices from the ceiling is
prohibited.

9.

Use of lobby areas outside of rooms is prohibited unless otherwise approved by Metta Fund at the time the room is
reserved.

10.

Damage to the room, including carpet cleaning will be payable by User.

11.

User shall not assign its rights or duties hereunder without the specific permission of Metta Fund.

☐

TABLES: Cleared of all dishes and meeting materials and cleaned with towel and soap mixture, which can be found in
the kitchen under the sink.

☐

CHAIRS: Brushed clean of food crumbs and then pushed in neatly around the table.

☐

VISUAL AIDS: Wipe white boards, if used, and remove used sheets of easel paper from pad.

☐

METTA FUND COMPUTER, PROJECTOR, CABLES: Properly shut down all computer equipment and return to original
set-up.

☐

BEVERAGE & FOOD SET-UP: Clear everything from the meeting room. Empty and rinse out coffee carafes, if used,
and leave on the kitchen counter. Remove leftover food from premises, or place any leftover food in the proper compost
bin. If a caterer was used, please have them pick up any equipment, table settings, beverage stations, etc. within the
same day and timeframe of the User’s meeting room reservation.

☐

RECYCLING, COMPOSTING AND TRASH: Make sure to separate recycling, compost and trash and place in the
appropriately marked bins.

☐

KITCHEN: Counter wiped clean when done with dishes. Floor swept if needed.

☐

FEEDBACK FORM: After you use the room, Metta Fund will send you an online form so you can provide us with more
information about your use of the space, experience and how it supported your organization’s mission. Your feedback
will provide Metta Fund with the documentation needed to provide this free service to the San Francisco non-profit
community.

Name of person responsible for above: ________________________________________
Email: _________________________________ Phone:____________________________
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