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Quantum Foundation/American Lung Association
Community Meeting Room Guidelines
2701 N. Australian Avenue

West Palm Beach, FL 33407
Community Room

We offer this meeting room as a benefit to the community and to help local nonprofit organizations.  There is no charge for the space; however, the following are guidelines that must be met by the lessee (organization).
Who May Request to Use the Community Room?

Eligible organizations include:
· Any Palm Beach County nonprofit organization that is exempt under Section 501(c)(3) of the Internal Revenue Code 
· Independent, sponsored projects of a nonprofit Section 501(c)(3) organization.

Guidelines
· Scheduling hours are Monday – Friday, 8:30 am to 4:00 pm only
· Scheduling is processed on a first come first serve basis

· Booking the room is handled by fax or email. (No booking by phone)
· Advance booking for no more than three dates for small group meetings and 1 large group meeting per month per organization
· Maintenance/clean-up after the event ( see checklist attached)
· A $100.00 security deposit is needed two days prior to any event.  Once deposit is received your meeting date will be secured.   The deposit will be returned, if room doesn’t incur clean-up, damage , missing equipment or security costs (Make checks payable to: 2701 Australian, LC) – NO CASH
· Cancellation notice must be given 48 hours before- scheduled meeting date; (if cancellation notice is not given security deposit will be kept)
· Room capacity is not to exceed 40 people

· A representative of your organization on site for set-up and breakdown ½ hour before and after meeting and during meeting times (to open locked doors for guests)
· Re-set room to default layout (see attachment)

· Food and beverages are permitted for (refreshments/light snacks )only, for  hot breakfast and or lunch events please use one of the suggested caterers below (No STERNO’s allowed)
· No fundraisers or ticket sales for entry to the building (Silent Auctions are permitted)

· Access to other parts of the building is not permitted

· No alcoholic beverages; however, white/red wine is permitted 

· Smoking is not permitted onsite
· No pets/animals allowed onsite
· No hanging signs, banners or post-it notes on community room walls
· No open flames

Quantum Foundation/American Lung Association

Community Room Reservation Request Form

Today’s Date: _________________

Organizations Name: ____________________________________________________

Name of the Event: _____________________________________________________

Host’s Contact Information:

Name: ______________________________     Phone: ________________________

Email: ______________________________________

Address: ____________________________________________________________

Request date and time of event:

(1st Choice) 

Date: _______________
Beginning Time: __________

End Time: __________

(2nd Choice)

Date: _______________
Beginning Time: __________

End Time: __________

Are your dates/times flexible?

Yes _____
No _____

Brief description of the event:

How many attendees do you expect? ____________
Will you need tables/chairs?  

Yes _____
No _____

Will you need AV equipment?
Microphone(s) ____
Screen/Projector: _____

I/We _______________________________________ (organization representative), undersigned, agree to adhere to all of the above-mentioned guidelines, and I/We accept any penalties for failure to comply.

_____________________________




___________________

                   Signature






  
Date

Fax form to 561-832-6393
Please allow at least 48 hours/ 2 business days to process your request

The Community Room is 2500 square feet, wall to wall carpeting, state of the art AV equipment high ceilings and glass doors that over-looking the lake front. 
The Community Room is equipped with the following:

·  25 Tables (60” x 30”)

· 60 Chairs (cushioned)

· 3 high top tables(36” round)

· 6 Bar stools

· Microphones (2 hand-held wireless and 2 clip on wireless)
· Lectern/Podium ( 36” x 47”)
· Projector

· Screen (90” x 120”)
· Wireless computer access

· Remote control (for projector and lighting)

· Coffee

· Sugar

· Napkins

· Filtered water (we strongly discourage bottled water), please get approval before bringing
· Ice

· Plates 

· Microwave/Convection Oven (light use only)

Please bring your own presentation on flash drive, cd or dvd (laptop provided)
Suggested Caterers
Gourmet
Ann’Z Gourmet Catering

 3951 Haverhill Rd N.
West Palm Beach, FL

(P) 561-688-7900

Website: www. annzcaters.com

Moderate

Dinner Belle Catering



Jade Kitchen

1410 W. Hardee Street



422A Northwood Road

Lantana, FL




West Palm Beach, FL

(P) 561-588-4032



(P) 561-366-1185

Estelle's Organic

Fresh Organic Foods Made to Order

Onsite catering or Delivery

2640 Lakeshore Dr

Riviera Beach FL  33404

Phone: 561-420-3476

Fax: 561-277-7297

Email: lisablum@gmail.com
Conservative

Café Joshua Catering Company


Corporate Catering
2808 N. Australian Avenue


Servers: (Palm Beach, Broward and Dade County)
West Palm Beach, FL 33407


4155 SW 130th Avenue, Suite 208
 (P) 561-494-2725



Miami, FL 33417
(F) 561-494-2922



(P) 305-223-1230 Call Center
Website: thelordsplace.com


(F) 305-223-2165
MEETING ROOM POLICY CHECKLIST

The Quantum Foundation Office staff and board members are proud of our facility and want you to enjoy using it. In order to continue letting the public use our room free of charge, we must ask you to help us keep it clean and neat. 

The policy applies to any group that does not have a member of the office staff present. Please check off the following items as you leave the room. If they are not applicable to you, please indicate N/A on the line. 

_____  Please re-set room to default set up (outline given)

_____  Put extra tables and chairs in the storage closet

_____  Return mobile remote control and microphones (for AV equipment)

_____  If you changed the thermostat please reset temp to 78 degrees

_____  Wipe off the counter tops and tables

_____  Turn off all lights, coffee maker and AV equipment

_____  Recycling is required, please use designated containers for (trash, cans,

            paper)  

_____  Take out trash and replace the bags (trash bags are located under kitchen cabinet)

_____  The dumpster is located on the side of building

_____
 If china is used (for groups under 20) place dishes in dishwasher located in the kitchen area.  If all china cannot fit into dishwasher, we ask that you rinse and place in sink.  We prefer that you do not run the dishwasher, just load it

_____  Remove all refrigerated items

_____  Check the bathrooms 
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