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Facility Reservation Request Form

Course Title:








Agency:  ___ DPS Agency
 ___State Agency

___Other       
____ Governmental Agency


        
___ Law Enforcement Organization

____ Private Organization

Date(s) of Course / Meeting




Daily Hours

Requesting Agency or Organization

Name, Address and Telephone Number of Person in Charge

Anticipated Attendance


Breakout Rooms Needed?     ___Yes   
___ No

     Number of breakout rooms ___________   Dates Needed ____________

Equipment Needed: (Fee customers: some equipment may not be available, some available at an additional fee)


___ Television

___Audio Cassette Player
___Slide Projector


___ VCR

___ Slide Screen

___ Flipchart



___ Easel

___Overhead Projector
___Computer


___ LCD Projector
___ Video Presenter 
___PA System

Are accommodations necessary for persons with

Do you request room and board for    students?

Disabilities? 
___ Yes

___ No


___ Yes (fees apply)
___ No

Accommodation Requested:



___ # males

___ # females








___ Breakfast    ___ Lunch    ___ Dinner

Classroom Setup Requested: (fee customers only)

___ Conference 




___ U-Shaped with tables



___ Traditional Classroom with tables

___ Other

	STAFF USE ONLY
	Rooms Assigned:
	Date:

	Amount Billed:
	Approval:

                                                                     , Assistant Director
	Date:


	MCJA Fee Use Proposal
	Approved Fee

	
	Effective 07/01/2004

	1.  Room Fee Schedule
	

	
	

	A.  For Department of Public Safety Bureaus
	

	Computer Lab (when available)
	$25 per day 

	Board Room (when available)
	 No charge 

	Meeting Room (when available)
	 No charge 

	Single Classroom (when available)
	 No charge 

	Double Classroom (when available)
	 No charge 

	Special Training Center (when available)
	 No charge 

	Lecture Hall (when available)
	 No charge 

	
	

	B.  For Criminal Justice Agencies/Organizations
	

	Computer Lab (when available)
	$50.00 per day 

	Board Room (when available)
	 No charge 

	Meeting Room (when available)
	 No charge 

	Single Classroom (when available)
	 $25 per day 

	Double Classroom (when available)
	 $50 per day 

	Special Training Center (when available)
	 $100 per day 

	Lecture Hall (when available)
	 $100 per day 

	
	

	C.  For Non Criminal Justice Agencies/Organizations
	

	Computer Lab (when available)
	 $100 per day 

	Board Room (when available)
	 $50 per day 

	Meeting Room (when available)
	 $25 per day 

	Single Classroom (when available)
	 $50 per day 

	Double Classroom (when available)
	 $100 per day 

	Special Training Center (when available)
	 $200 per day 

	Lecture Hall (when available)
	 $100 per day 

	
	

	
	

	

	2.  Equipment Fee Schedule
	

	LCD Projectors (300 per bulb per projector)
	$10 per day

	Laptop Computer
	$10 per day

	Easel & Whiteboard
	$ 5 per day

	Audio Cassette Player
	$ 5 per day

	Portable Slide Screen
	$ 5 per day

	Overhead Projector
	$ 5 per day

	Video Presenter
	$10 per day

	Slide Projector
	$ 5 per day

	Easel & Flip Chart
	$ 5 per day

	Portable PA System
	$ 5 per day








2
OFFICE LOCATED AT:  15 OAK GROVE ROAD, VASSALBORO, MAINE   04989

(207) 877-8000 (Voice)
                                              (207) 877-8027 (Fax                                                      1-888-654-1244 (TTY)
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