TOWN OF PULASKI

APPLICATION/PERMIT
FOR RESERVATION OF 
TRAIN STATION
20 South Washington, Pulaski, Va 24301

1. Name of Applicant:  ____________________________________      Phone No: ___________________

Organization:        ____________________________________

Physical Address:  ___________________________________        Fax No: ______________________


        
____________________________________
   Mailing Address:    ____________________________________



____________________________________
   Email address:        ____________________________________

2. Purpose of event or assembly:  __________________________________

3. Day/ Date:  ____________________________ Time to begin:  __________ Time to end:  __________
4. Number of persons attending:  ____ Number tables/chairs needed: ________________________
Fees:
Refundable Deposit  -  $50.00 with EVERY Rental

Non - Profit  $50.00
         Morning or Afternoon
 (9:30 am – 4:00 pm)
 $ 100.00
         Evening (5:00 pm– 11:30 pm)   $ 175.00
         All Day
(9:30 am – 11:30 pm)
   $ 250.00
         Method of Payment:  Cash, Check # _______


Date of Payment: ________________
Signed: ___________________________________  


Date: ____________
Designated agent (Applicant)
Approved:  Marion Wojcik




   Date:  _____________
Please note:  The Train Station meeting room is approximately 18’7” x 62’6”
IMPORTANT INFORMATION 
Rental of the Train Station DOES NOT indicate endorsement of the organization, & must be explained as such in any public advertisement or announcement by renter. 
1. Application must be made through the Town Manager’s office. Reservations are confirmed only by signed contract and payment in full at least 4 WEEKS PRIOR to the event. Inspection will be made before and after any event, and any damage or cleaning will be the responsibility of the user/renter.  
PLEASE NOTE: Rental clients of the Train Station are extended a courtesy of using the building the night before their event (after 7 pm) if it is not rented.  You may use the Train Station the night before to SET UP AND DECORATE ONLY. This is a COURTESY ONLY, and you should be fully aware that we reserve the right to rent to another person the day before your event.  Also, all of your belongings, decorations, food, pictures/banners etc… should be taken when your party is over.  We are not responsible for items left.  We have a cleaner who comes in early the morning the next day so the room is ready for that day’s rental.
2. The individual who signs the contract is responsible for seeing that all participants on the property are supervised and the Train Station is clean after use and free of damage. 
3. The rental party may cancel this contract and receive a full refund if the request is made at least seven days before the rental date. After the seven days you may either receive a fifty percent refund or you may reschedule for an available date and time. All cancellation and refund requests must be in writing. Please send requests to Marion Wojcik, Administrative Secretary Town Managers Office, PO Box 660, Pulaski, Va. 24301.
4. Private catering is the responsibility of the renter.
5. Use of Alcohol by Renters:
*ANY* alcohol, either sold, served, or consumed at events held at the Train Station, requires advance review and approval of both the Virginia Department of Alcoholic Beverage Control (ABC) and the Town of Pulaski.  

It is solely the responsibility of the individual renter to apply and secure the ABC license and is responsible to ensure that all ABC guidelines are followed for the event. The individual or organization that signs the Train Station Use Agreement must also be the named person or organization on the ABC permit.
6. Follow the Certificate of Occupancy set limits of persons allowed in the Train Station at any given time. This is 100 persons if standing room only or 60 if there are chairs and tables out. This is subject to change for the safety and welfare of our citizens and guest. (i.e. COVID-19)  

7. Failure to obey the rules and/or the directions of the rental staff and this rental agreement during your visit will result in removal from the facility without a refund. All rules and guidelines must be followed. No exception.
8. RULES

· Follow the Occupancy limit and guidelines set for health and safety
· No hanging anything on the walls or from the ceiling. 

· All decorations must be taken down and properly disposed of.  
· No burning objects or candles except birthday cake candles.

· Wipe up any spills to prevent damage to the building and furnishings.

· All trash must be disposed of in provided trash cans.  Leave trash in the building next to the main entrance when you leave. 
· Leave chairs and tables set up and please wipe tables off. 
· Although there is a phone available at the Train Station for emergencies, any long distance charges will be charged to the designated agent.  
10. The renter agrees to hold harmless the Town of Pulaski from any claims of any nature arising out of their activities and use of the facility.
     11. Employees of the Town may use the Train Station at 50% discount.
ILLEGAL DRUGS, WEAPONS OR SMOKING ARE
PROHIBITED AT THE TRAIN STATION.
I agree to the above terms.
_____________________________________


Date: ______________
Please return this form to the Marion Wojcik in the Town Manager’s office, PO Box 660, Pulaski, VA 24301 or fax to 540-994-8699 for more information, call 540-994-8696.

EMERGENCY INFORMATION:
Train Station address:   20 South Washington, Pulaski, VA 24301
Fire/Emergency: 911



Non-emergency Police:  540-994-8680
