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H TC Community Room Policy 
1. The meeting room is available evenings and weekends for civic meetings and non‐profit business 

functions. Meetings of a religious or political nature are not accommodated. Events must not conflict 
with values and standards of HTC and the local community. 

2. Any commercial activity, including the exchange of registration fees, is prohibited on the premises. 
3. HTC business customers may apply to utilize the space up to two (2) times per year for non‐ chargeable 

business functions. 
4. Requests for use of the Community Room must come from members/customers of HTC. 
5. Club officer, business owner or office manager must sign as responsible party. An email confirmation will be 

sent to the responsible party. 
6. Requests should be made at least two (2) weeks prior to event. 
7. Reservations for recurring meetings will be made on a tentative basis and when available. 
8. HTC reserves the right to refuse use of the meeting room to any group. HTC also reserves the right to cancel 

any reservation should the room be needed for company functions. 
9. Failure to cancel or change confirmed room requests may be cause for denial of future requests for the 

room. 
10. Alcoholic beverages, weapons, and illegal substances are prohibited on HTC property. Smoking is permitted 

only in designated smoking areas that are located outside of the building. 
11. The room is not available for social functions such as: showers, weddings, parties, etc. 
12. Requesting party will have access to meeting and restroom facilities only. No kitchen or vending facilities will 

be available. 
13. Only beverages and snack/finger foods, provided by the requesting party, will be allowed. 
14. No decorations or display material will be attached to walls or ceiling. 
15. The fire code restricts occupancy to one hundred fifty‐two (152) persons for the room. 
16. HTC can provide up to a total of nine (9) tables and seventy‐six (76) chairs. Requesting Party is responsible 

if any additional seating is needed. 
17. Requisitioning party agrees to tidy meeting room and rest rooms, and return tables and chairs to 

positions as found. Please put trash in the receptacle behind the building. If the room should need to be 
professionally cleaned as a result of the requesting party’s presence, a fee of $150.00 will be 
assessed. An appraised value for any damaged or missing equipment, furnishings or facilities will 
also be assessed to the responsible party. 

18. Lights will be turned off. Doors will be locked and secured prior to leaving. Key along with signed checklist 
should be placed in the night deposit box. 

19. The key must be picked up between 8:30 AM and 4:00 PM the day of use; or by 4:00 Friday, if 
reserved for Saturday or Sunday. Monday through Friday access to the room begins at 5pm. Do not 
forget to pick up the key; the after‐hours number cannot be called to unlock the door. 

20. HTC reserves the right to present a brief presentation at the beginning of any meeting/event. The requesting 
party will be notified in advance if HTC representatives will NOT be presenting. 

21. The requesting party assumes all risk associated with use of HTC facilities and will indemnify, defend and 
hold harmless, HTC and its directors, officers, agents and employees from and against any and all actions, 
claims, liabilities, assertions of liability, losses, costs, and expenses, including attorney fees and cost of 
defense, which in any manner may arise or be alleged to have arisen from the requesting party’s 
presence and activities at HTC facilities. 


