Town of Columbia
323 Jonathan Trumbull Highway, Columbia, CT 06237
Phone: (860) 228-0110  Fax: (860) 228-1952

REQUEST FOR USE - YEOMANS HALL

Town of Columbia Agencies / Civic Groups

Yeomans Hall, being part of a municipal building, is available for use by Town of
Columbia agencies and civic groups for meetings. The number of people in the facility
will not exceed 140 per order of the Columbia Fire Marshall.

GROUP NAME
CONTACT NAME,
ADDRESS
PHONE #(S)
E MAIL ADDRESS

PURPOSE

NUMBER OF ATTENDEES
DATE(S) and TIME(S) of USE

(may attach list)

Applicant Signature Date

THE FACILITY MUST BE LEFT CLEAN — FLOORS FREE OF DEBRIS, TABLE AND CHAIRS PUT
BACK IN THEIR ORIGINAL PLACES. Any questions or problems should immediately be directed to
the Town Administrator’s Office at 228-0110.

&t Keys must be acquired from the Town Administrator’s Office if the facility is to be used
outside normal business hours.

First Selectman / Town Administrator Signature Date
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Town of Columbia
323 Jonathan Trumbull Highway, Columbia, CT 06237
Phone: (860) 228-0110  Fax: (860) 228-1952

Instructions for the Use of Yeomans Hall

All users of Yeomans Hall are responsible for leaving the hall in the same condition it was
found. Reimbursement for all damages is the responsibility of the person or group using the
hall.

L Use only masking tape for decorations (NO nails, staples, Duct Tape or other
adhesive)

L}  Secure balloons so they don’t get caught in the ceiling fans

L]  Read posted instructions for the stove prior to use

0 wipe up all spills immediately, using only water

L All furniture set up or moved from its original location must be replaced

L} Clean all tables

Clean kitchen (leave in original condition)

[  Dust mop floors and Push sweep carpeted areas

L Dispose of garbage- ** Trash Bags must be tied and placed in the Tan plastic flip-

top container and bottles and cans are to be placed in trash cans in the white wooden

flip-top container** Trash Bags are located on top of coat rack

Check all bathrooms thoroughly before leaving

¢ Faucets off

¢ Lights off

¢ Floors swept

¢ Toilets flushed

Turn off

+ Lights

¢ Ceiling fans

¢ Exhaust fan

Close inside doors to hall

[ Close all windows

L Return thermostat to 65 degree

Lock all outside doors

(B8]

Cleaning Supply Locations
e Dust mops, dustpan, brooms and carpet sweeper located in stairway to attic

Should there be an emergency situation (blown fuses, no water, toilet troubles) contact:

1% contact: Bud Meyers: 227-8441
2" contact: Matthew Jorgensen: 428-1337
George Murphy, Director DPW: 428-1107

Please notify the First Selectman’s office of any non-emergency problems noted during use.
Deposit fees will be returned once the facility is determined to have been left in satisfactory
condition and the key has been returned.

We Appreciate Your Cooperation

8:\SelectmaniKBona\Word\Faci ilityRent-Use\Y

Revised 12/18/15



Disposal of Waste from
Use of Yeomans Hall

1. WE RECYCLE - You must separate bottles/cans from the
solid waste (garbage) there are blue recycling containers
located in Yeomans Hall at the entrance and in the kitchen.

2. There are containers located in back of Yeomans Hall near
the kitchen door. The white wooden bin is for recycling
bottles and cans and the tan plastic bin is for tied trash bags
only. Please DO NOT dump loose trash into either location.

WE ASK FOR YOUR COOPERATION IN THIS MATTER
THANKS
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