New York - New Jersey Trail Conference Facilities Reservation Form

Thank you for your interest in hosting your event at the New York – New Jersey Trail Conference headquarters. We hope you enjoy your event as much as we appreciate having you as guests at our home.

DID YOU KNOW 

Our building was originally built in 1891 as The Darlington Schoolhouse, also known as Havemeyer Hall, and was regarded as one of the finest schoolhouses in New Jersey. The first floor had one large room for grades one through eight, and the second floor served as a social and community hall and a chapel. Through the efforts of the town of Mahwah, Bergen County, the state of New Jersey and the New York – New Jersey Trail Conference (NYNJTC) the building was restored and expanded to serve as a public resource for promoting healthy lifestyles, a resource for trail and environmental education and improving quality of life by connecting people with nature. We are proud to have our headquarters listed in the National Register of Historic Places.
AVAILABLE FACILITY RESOURCES
First Floor

· Large meeting room for up to 80 people

· Conference room with slate chalkboard

· Community room with access to trail, outdoor adventure and health literature

· Large outdoor deck overlooking the Ramapo Valley Reservation park-lands
· Pantry kitchen for food preparation includes a refrigerator, oven, microwave, and sink

· Sales area with NYNJTC merchandise including trail maps and books, hiking gear and membership information (if NYNJTC personnel present)
· Geothermal equipment room tour utilizing natural processes to heat and cool the building while preserving the environment (if NYNJTC personnel present)
· Restroom facilities

Second Floor
· Large conference room with whiteboard for up to 20 people

· Breakout conference room

· Large open space for presentations

· Guest kitchen with microwave, toaster, coffee machine, and sink
· Restroom facilities

There is an elevator available for use between floors. Any number of the above available resources may be used depending on your group’s needs. Please complete the following Reservation Form and our event coordinator, XXXXXXXXXXX, will contact you to plan your event.
NEW YORK – NEW JERSEY TRAIL CONFERENCE
RESERVATION REQUEST FORM
Today’s Date ____________________________________________________________
Name and Address of Organization __________________________________________

________________________________________________________________________

Purpose of Reservation ____________________________________________________
Date of Reservation _______________________________________________________
Beginning Time ___________________________  Ending Time ____________________ 
Name of Main Contact Person ______________________________________________
Daytime Phone Number ___________________________________________________
Email ___________________________________________________________________
How Did You Hear About Us ________________________________________________

Will You Have Wine and/or Beer Available (Hard Liquor is not allowed in the facility) _

________________________________________________________________________

Expected Number of Guests ________________________________________________
What Available Resources Above Will You Need ________________________________
________________________________________________________________________

Will You Use Third Parties Such as Photographers, Caterers, etc. – Please List Below
________________________________________________________________________

NEW YORK – NEW JERSEY TRAIL CONFERENCE
FACILITIES USE CONTRACT

This contract describes the agreement for the use of the New York – New Jersey Trail Conference facility between the New York – New Jersey Trail Conference (“NYNJTC”), the “Provider” and ____________________________, the “Guest” on (DAY, DATE and TIME).
Guest payments:

Refundable deposit _____________

Facility use fee _________________

Refundable Deposit and Non-refundable Facility use fee are due thirty days prior to the event. Payments may be made by check, American Express, VISA or MasterCard. Please make checks payable to the “New York – New Jersey Trail Conference.
Use of Facility:

The __________________________ will use the following resources at the NYNJTC facility located at 600 Ramapo Valley Road, Mahwah, New Jersey, 07430:

List of resources being used:
Guest requirements and responsibilities:
A General Liability Policy for Bodily Injury and Property Damage in the amount of not less than $1 million naming the NYNJTC as additional insured. The certificate of insurance must be filed with the Event Coordinator at the time of booking.
Do not open any windows and do not keep doors in an open position. The facility is fully heated and air conditioned. 
The facility is a non-smoking building. No smoking is allowed.

No markings may be made on any areas of the building, including tagging, tacking, nailing or stapling of any decorations.

Guest assumes responsibility for all third parties used during the event including caterers, photographers, entertainment, etc. 

Guest assumes responsibility for all necessary repairs for damages occurring during the event.

Any damage requiring notice to Guest insurance company will be give within 48 hours of written notice by Provider

If Guest event is unattended by any NYNJTC Provider personnel, then:

Guest will identify a responsible person to open and close the building, and disable and enable the building alarm system. A door key and instructions for building access and alarm operations will be given by the Provider and acknowledged by the Guest on the Unattended Event Form attached to this contract. The door key must be returned the next business day after the event.
Guest will access and leave the facility through the main entrance to the parking lot. Guest may also have access to the deck entrance. The historic entrance on Ramapo Valley Road and the rear entrance should not be used except in the case of an emergency.

If guest will use first floor pantry kitchen for the event, guest must receive training on the use of the equipment.

Guest will be responsible for facility cleanup. The facility should be left in an organized and maintained manner as though there was no event. This includes the following:

· All tables and chairs put back in original position.

· All food and drink items removed from the premises, placed in garbage bags supplied by the provider, and brought to the appropriate outside receptacles.
· All areas used are to be swept and left broom clean.

· All counters and food preparation areas are to be wiped clean with clothes and cleaning supplies supplied by the provider. 

· All equipment used, including coffee machines, microwaves, toaster, oven, chalkboards, whiteboards, are to be cleaned to their original condition.

· Restroom toilets should be flushed and operational.

· All lights should be turned off.

Provider requirements and responsibilities:

Provider will provide a clean facility with all HVAC systems in good working order.

Provider will give access to all resources being used listed above in good working order.

Provider will give Guest the use of the parking lot outside the main entrance. Overflow parking is available in the Ramapo Reservation Parking Area. The walkway from the Ramapo Reservation Parking Area to the NYNJTC may be used.
Provider will give a tour and explanation of the Geothermal heating and cooling system if Guest desires NYNJTC Provider attendance and has an interest in the system.

Provider will staff the sales area if Guest desires NYNJTC Provider attendance and has an interest in purchasing merchandise, becoming a member, or would like to learn what opportunities the NYNJTC provides.
For events unattended by NYNJTC Provider personnel, then Provider will:

· Supply a key for entry and closing of the facility.

· Supply an alarm code for disabling and enabling the alarm for the event.

· Provide cleaning supplies for the Guest to use for cleanup.

· Instruct Guest on disposal of event trash.

For events attended by NYNJTC, our staff will attend to opening and closing the facility, cleaning and trash removal.

Provider will do a walkthrough of the facility after the event and notify the guest of any damage and remedy through use of the security deposit. Any items requiring notice to Guest insurance company will be communicated to Guest.

Provider will return unused security deposit to Guest within five business days.

Notice:
Any required notice will be determined to be given if sent by certified mail, return receipt requested as follows:

To Guest:
Name

Address

Address

To Provider:

Name

New York – New Jersey Trail Conference

600 Ramapo Valley Road

Mahwah, New Jersey 07430

Agreed to and accepted by:

_____________________________                       ________________________________

Name:





       Name:

Guest Name:




       New York – New Jersey Trail Conference

Date:





       Date:

NEW YORK – NEW JERSEY TRAIL CONFERENCE
UNATTENDED EVENT FORM

The following items have been communicated and accomplished in anticipation of the unattended event between ___________________ (the “Guest”) and the New York – New Jersey Trail Conference (“NYNJTC”), (the “Provider”) on (DAY, DATE and TIME):
Provider has given one key to Guest for access and securing the facility and has given instruction for use of the main and deck entrances only.

Provider has set up the Guest as a user of the alarm system and has given Guest a temporary password for use at the event. Provider has also given instruction on how to disarm and arm the alarm system. Provider has supplied Guest a phone number of a NYNJTC contact in the event of emergency.

Provider has shown Guest the location of trash bags and cleaning supplies for use in cleanup after the event.

Provider has given instruction on where and how to dispose of trash after the event.

Provider has informed Guest that facility key is to be returned to the event coordinator the next business day after the event.

Provider has provided a walkthrough of the facilities and the resources being used as agreed to in the Facilities Use Contract. Guest understands what resources and areas are not available for use.

All above acknowledged and agreed with:

_____________________________                       ________________________________

Name:





       Name:

Guest Name:




       New York – New Jersey Trail Conference

Date:





       Date:

