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SOUTH STREET CONFERENCE BUILDING 
APPLICATION & RESERVATION CONTRACT  

 
This rental application must be completed and returned to the Town Manager’s Office along with payment and proof of insurance.  

The date requested is not considered approved or confirmed until all has been received.  The applicant must read the Rules and 

Regulations that governs the use of the facility.  

 

Cost: $100.00 
Fees are “Per Use” and entitles to one full day’s use of facility.  

*Council reserves the right to set “Per Use” fee. 
 

Date Requested for Use of Facility: ___________________________________________________________ 

Approximate Time of Use: Begin at (include time for set-up): ______________ Until: ___________________ 

Requester Name: __________________________________________________________________________ 

Name of Organization (if applicable): _________________________________________________________ 

Address: _________________________________________________________________________________ 

Phone: (Home) _____________ (Cell or Work) ________________ E-Mail: ___________________________ 

Purpose for Use of Facility: __________________________________________________________________ 

Approximate Number of People Attending: ____________________________________________________ 

 
 

 

While using Town Property… 

 

 Liability Insurance Information (must be submitted with application and payment): 

Name of Carrier: _________________________________________________________ 

Address: ________________________________________________________________ 

Phone Number: __________________________________________________________ 
*Important- You must furnish written proof of liability insurance to cover the event prior to granting permission to use 

facility 30 days prior to date of event. Failure to furnish written proof of insurance will result in termination of reservation. 

 

 Security: 

Will security be needed? ____ If yes, by whom? ________________________________________ 
Security provided by the Town will be at the organization’s expense and need to be set up through the Chief of Police. 
 

 

THE TOWN OF FARMVILLE IS NOT RESPONSIBLE FOR ANY DAMAGE, LOSS, OR INJURY INCURRED WHILE 

USING ANY OF THE TOWN OF FARMVILLE FACILITIES. 
 

All reservations are subject to the approval of the Town Manager.  Fees are subject to change at the discretion of the 

Town Manager or Town Council. All fees paid are non-refundable. 

 

In order for your reservation to be officially confirmed, we require that the form, plus the appropriate fee charged, be 

returned to the Town Manager’s Office prior to the date being requested.  Reservations will be on a “first come, first 

serve” basis.     NO RESERVATIONS WILL BE MADE OVER THE PHONE. 

 

Please read the Rules and Regulations (listed on back of the application) regarding the use of individual town facilities.  

Please read it carefully, sign the bottom and return with completed Application & Reservation Contract.  FAILURE TO 

READ THESE RULES WILL NOT EXCUSE YOU FROM ANY RESPONSIBILITY IN THE CASE OF LOSS 

OR DAMAGE TO TOWN PROPERTY!!!  
 

*If the event is held on the weekend, the key MUST be picked up by 5:00 pm on Friday or the last work day 

of the week, prior to the event.  Failure to pick up key may result in an additional fee.   ______ (Initial) 
 

*Set-up the day before “the confirmed reservation date” is NOT allowed.   _______ (Initial) 
 

*All food, decorations and equipments MUST be removed from the facility once the scheduled event is over.          

NO items can be left at the facility until the next day.  Any items left will be thrown away.  The Town will not 

be responsible for items damaged or disposed of after an event.  _______ (Initial) 
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RULES AND REGULATIONS GOVERNING THE USE OF TOWN PROPERTY 
 

1. By signing the reservation contract and these rules and regulations, you hereby agree to be responsible for 

any damages caused by you or your group.  This is including, but not limited to, damages to the building and 

its contents. YOU WILL BE RESPONSIBLE FOR THE REPAIR OR REPLACEMENT COST 

(whichever is necessary) OF THE ITEM(S) DAMAGED OR STOLEN. 

 
2. NO ALCOHOLIC BEVERAGES ARE PERMITTED IN THE SOUTH STREET CONFERENCE 

BUILDING. 

 

3. THERE WILL BE ABSOLUTELY NO SMOKING IN THE SOUTH STREET CONFERENCE 

BUILDING. 

 

4. Please make sure you clean up after yourselves. Place all trash in the green roll out trash cans outside in the front 

of the building.  Make sure the area is clean and free of food, trash, etc.  The building must be cleaned 

immediately after the event. 

 

5. You must remove any equipment, decorations, etc. belonging to you or your group as soon as you finish using the 

facility, unless other arrangements are made.  There may be other groups using the South Street Conference 

Building. 

 

6. If the event is catered, the name, address and telephone number of the caterer is required.  The Town reserves the 

right to refuse use of the facility if the caterer has been a problem in the past with cleanup of the facility. 

 

7. The Town of Farmville will not be responsible for supplying any type of equipment, tables or chairs 

needed. All property is rented “as is”.   
 

8. If all of the above conditions are met and your reservation is approved, you may pick up the key for the 

selected town property at the Town Manager’s Office on the day of the event.  If the event is held on the 

weekend, the key must be picked up on the Friday prior to the event. The Town Manager’s Office is not 

open on weekends.  All keys must be returned on the first business day following the event.   

 

FAILURE TO READ THESE RULES WILL NOT EXCUSE YOU FROM ANY RESPONSIBILITY IN THE 

CASE OF LOSS OR DAMAGE TO TOWN PROPERTY!!! 
 

The user agrees to hold harmless the Town of Farmville or any employee or agent acting on behalf of the Town of 

Farmville and to indemnify them from any claim, demand or action by or on behalf of any person or entity arising 

out of any activity not sponsored by the Town of Farmville at or on the Town’s property that occurs as a result of the 

rental of the Town Property including, but not limited to, its establishment, construction, use, maintenance, 

configuration or existence. 
 
 

I have read and understand the terms and conditions for use of the facility.  By signing this form, I agree, as the 

applicant, to abide by the terms and conditions and understand that I will be held responsible and fiscally 

accountable for any damages occurring as a result of my event. 

 

Date ________________ Applicant ________________________________________________ 

 

Date ________________ Approval _________________________________________________ 

 

If returning application by mail, mail to: 
Town of Farmville, Town Manager’s Office; P. O. Drawer 368, Farmville, Virginia 23901 or Fax:  434-392-3160 
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DISCLAIMER 

TOWN OF FARMVILLE FACILITIES 

 

 

The Applicant understands and agrees that the Town of Farmville will not be held responsible for any 

disruptions, beyond our control, of your use of any Town of Farmville Facility.  These disruptions may include, 

but are not limited to, failure of power, acts of God, incidences of terrorism, floods, earthquakes, fire, 

explosions, epidemics, hurricanes, tornadoes, or other reason of like nature not the fault of the Town. 

 

The Applicant will receive no refund in the event of any such occurrence. 

 

 

      _____________________________________ 

      Applicant 

 

 

      _____________________________________ 

      Date 

 

 

      _____________________________________ 

      Facility Rented 

 

 

      _____________________________________ 

      Date of Rental 

 

 


