
 

 

Conference Room Reservation Policies & Pricing 
 

1. General  
1.1. Space is available Monday-Friday 9:00 a.m. to 6:00 p.m.  
1.2. Rooms are not reserved until the conference room reservation 

agreement is signed by both parties and payment is  confirmed.  
1.3. Headcount of attendees must be confirmed in writing 48-hours 

prior to the event.  
1.4. CoLab sta� is not responsible for event registration or check-in.  
1.5. Websites and any marketing material should not list the CoLab 

phone number as the primary contact for event.  
1.6. No one shall smoke in the conference room, or in any other indoor 

common element.  
1.7. Reservations include the use of the CoLab conference room for the 

agreed upon time period. This does NOT include the use of the 
CoLab coworking space.   

1.8. If the reserved space is not returned to a clean condition an 
additional cleaning charge of $50 will be added the the agreement.  

2. Cancellation Policy  
2.1. If cancellation request is received at least thirty (30) days prior to 

the reservation date the deposit will be refunded. If the request is 
received less than thirty (30) days prior to the reservation date the 
applicant forfeits one-half (1/2) of room reservation fees. 

3. Liability  
3.1. CoLab employees are not responsible for accidents, injury, or the 

loss of individual property for groups using the facilities. The 
CoLab cannot undertake to care for or store any materials for 
groups or individuals using the facilities, and will not be 
responsible for such materials while on the premises. 

4. Damages  
4.1. Damage to CoLab property or equipment caused by the client will 

be charged to the client. The client agrees to reimburse CoLab for 
the actual cost for replacement or repair. 

5. Catering/Kitchen Use/Trash Removal  
5.1. Use of caterers is allowed. The kitchen space is to be used for final 

food presentation, plating and bussing only. Kitchen space will be 

 



 

in a clean condition and the space should be returned to a clean 
condition immediately following the event. All trash, including 
sorted recyclables, must be collected, properly bagged, and 
brought to the dumpster in the back of the building. It should then 
be emptied, a new liner placed in it, and returned to the room. Any 
items or equipment brought in by the client should be removed the 
same day.  

6. Parking  
6.1. Parking in and around the Park Centre building is free. 

7. Decoration  
7.1. The CoLab wants to make every event here a special and 

welcoming experience. Therefore, the client may arrange and 
move the tables and chairs if they choose. However, the client 
must also leave the room in the same configuration as fou nd.  

7.2. No decorations may be placed on the walls or hung from the 
ceiling. No glitter or confetti is allowed on site. No candles or open 
flames are allowed.  

7.3. Any damage will be charged to the  client .  
8. Lost and Found  

8.1. The CoLab takes no responsibility for personal e�ects and 
possessions left on the premises during or after any event.  

8.2. Recovered items will be held up to 14 days. Every attempt will be 
made to return any recovered item to its rightful owner. 

9. Restrictions  
9.1. Client  agrees the room shall not be used for any unlawful purpose.  
9.2. Client  functions should not int erfere with normal business 

functions or with normal public access to the building.  
9.3. Client  may be asked to vacate the room if the meeting extends past 

the reserved time. 
10. Pricing 

10.1. Non Profit Groups must provide proof of 501C status. 
10.2. Full day pricing includes access to the facility from 9am - 6pm. 
10.3. The pricing listed in this table includes the room  reservation  with 

its standard furnishings. Additional accommodations such as a 
co�ee bar set up or catering will be separate fees. 

 

Non-Members  $100/hr 
$500/day  

Non Profit Groups  $50/hr 
$250/day 

Members  $50/hr 
$250/day 

 


