
Letter of Intent 

  

 

 
 

 

 

 

 
 
  By completing this letter of intent it is understood that you have read all materials provided within the 

Facility Rental Policy.  Please complete this form and return to the Facility Use Department. Your event

will only be reserved with a completed Letter of Intent. This Letter of Intent will expire within 5 
business days if a deposit has not been made within that time frame. You will receive a Facility Use 
Policy Agreement; to confirm your event, an executed Facility Use Policy Agreement and Security 
Deposit must be received by the due date.  Failure to return the Facility Use Policy Agreement and

Deposit will result in the loss of your date. The Facility Use Base Estimate/Invoice is attached to this 
Letter of Intent.

Event Name:

Event Date:                                                                               Time:

Room Requested:

Detailed description of the Event:

 

 

  

  

  

 

 

 

 

 

 

 

 

How Many guests:                                                              Fund Raiser      Yes          No

Contact Person:                                                                                                      phone no.

Company/Organization:

Address:                                                                                                city:                                                             State:

Email:                                                                                                        Mobile #:

Alternative Contact No:                                                                           Name:

 
Signature: Date:



CAAM
FACILITIES USE BASE ESTIMATE/INVOICE

DATE APPLICATION TAKEN:

User/Organization Day/Date Requested Time
*Need access by 4:00pm

Location of Event No. of Guests Total Hours

Unit Unit Cost Total Cost
Facility Rental

Parking Fee

Refundable Damage Deposit

Sculpture Court

Patio (Outside)

Conference Center

Daily CC Mon-Fri 9am-3pm

Car

 ea 
ea 
ea 
ea

TOTAL FACILITY

AV Technicians

Public Safety Officers

Electricians

Facilities Supervisor

Janitorial Staff

Gallery Educators

Personnel

hr 
hr 
hr 
hr 
hr

hr

TOTAL PERSONNEL
Equipment Rental

Tables 8' Rectangle (10 free)

Tables 60' Round (10 free)

Podium

Chairs (50 free)

Public Address System 
VCR/DVD Player

Linen

Screen (8x10)

Wireless Handheld Mic. 
Wired Microphone

Video Projector

Piano

Riser (6x8x18'')

Television (LCD 65'')
Television (LCD 50'')

ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea 
ea

TOTAL EQUIPMENT

TOTAL COST

Total Units



 9 

 


	Untitled

	Event Name: 
	Event Date: 
	Room Requested: 
	Description: 
	Text Field0: 
	Check Box0: Off
	Check Box1: Off
	Text Field1: 
	Text Field2: 
	Text Field3: 
	Text Field4: 
	Text Field5: 
	Text Field6: 
	Text Field7: 
	Text Field8: 
	Text Field9: 
	Text Field10: 
	List Box0: []
	Daily CC: 0
	Total Facility: 0
	Total Personnel: 0
	Total Equipment: 0
	Total Cost: 0
	Total Hours: 
	No of Guests: 
	Location: 
	Time: 
	Organization: 
	Date App Taken: 
	Date Requested: 
	Parking Unit: 
	Patio Price: 1000
	Parking Price: 15
	Conf Cntr Price: 750
	Daily CC Price: 375
	Sculpture Unit: 
	Sculpture Price: 1500
	Sculpture Court Total: 0
	Parking Fee Total: 0
	Patio Unit: 
	Patio Total: 0
	Conf Cntr Unit: 
	Daily CC Unit: 
	Conference Center Total: 0
	AV Tech price: 50.00
	Public Safety Price: 50
	Electricians Price: 50
	Supervisor Price: 50
	Janitorial Price: 32
	Gallery Ed Price: 15
	Av Tech Unit: 
	Public Safety Unit: 
	Public Safety Total: 0
	AV Tech Total: 0
	Electrician Unit: 
	Electrician Total: 0
	Supervisor Unit: 
	Supervisor Total: 0
	Janitorial Unit: 
	Janitorial Total: 0
	Gallery Ed Unit: 
	Gallery Ed Total: 0
	Tables 8' Rect Price: 15
	Tables 60' Rnd Price: 15
	Tables 8' Rect Total: 0
	Tables 60' Round Total: 0
	Podium Price: 35
	Podium Total: 0
	Chairs Total: 0
	Public Address Price: 250
	Public Address Total: 0
	VCR/DVD Price: 50
	VCR/DVD Total: 0
	Linen Price: 15
	Linen Total: 0
	Screen Price: 50
	Screen Total: 0
	Wireless Mic Price: 45
	Wireless Mic Total: 0
	Wired Mic Price: 40
	Wired Mic Total: 0
	Video Projector Price: 200
	Video Projector Total: 0
	Piano Total: 0
	Riser Price: 75
	Riser Total: 0
	TV 65'' Total: 0
	TV 50'' Price: 50
	TV 50'' Total: 0
	Chairs Price: 1
	Piano Price: 50
	TV 65'' Price: 65
	Tables 8' Rect Unit: 
	Tables Rnd 60' Unit: 
	Podium Unit: 
	Chairs Unit: 
	Public Address Unit: 
	VCR/DVD Unit: 
	Linen Unit: 
	Screen Unit: 
	Wireless Mic Unit: 
	Wired Mic Unit: 
	Video Projector Unit: 
	Piano Unit: 
	Riser Unit: 
	TV 65'' Unit: 
	TV 50'' Unit: 
	Text Field11: 


