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C OM M U N ITY  R OOM  U S E  A P P L I C A TION  
TOWN OF FLOYD 

COMMUNITY ROOM  
Venue Address: 203 E. Oxford St., Floyd, VA 24091 

 
SECTION I: APPLICANT INFORMATION  
 
Group/Organization Name: __________________________________  
 
Applicant Name (Event Contact): _____________________________  

Cell Phone Number: ______________________ 
 
Mailing Address:____________________________________ 

Email: _________________________________ 
     
 
SECTION II: EVENT INFORMATION 
 
Event Name:__________________________________  Date of Event:________________________________ 
 
Time of Event: from __________to____________     Time for Set-up: _________    Time for Clean-up: _________ 
 

**Events may only be held between 8:00am and 11:00pm. (This includes setup & take down) 
 
Event Description and Purpose of the Event (please provide a brief description of the 
event):____________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
Number of Expected Guests: _____________          **Max. Capacity of the venue SHALL NOT EXCEED: 100 

Will an admission fee be charged? □ Yes □ No            
 
 

Please check off the information you have submitted: 
 

_____Community Room Use Application 

_____Refundable Deposit (Reference fee schedule)  

_____Community Room Use Fee (Reference fee schedule) 

 
 
Please contact Lynn Gregory, Lynn@townoffloyd.org or Assistant, OfficeAdmin@townoffloyd.org, with any questions or 
concerns. 

mailto:Lynn@townoffloyd.org
mailto:OfficeAdmin@townoffloyd.org
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A completed application and documentation must be submitted for approval at least 30 days prior to the event.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

This request was approved/disapproved by the Town Clerk on _________________. Any conditions attached shall be 
considered requirements on the above request. 
 
______________________________________   ____________________________ 
Lynn Gregory       Date 

Please submit all completed application and documentation to:  

Town of Floyd 
PO Box 27 
Floyd, VA  24091 

Office Physical Address: 203 E. Oxford St, Floyd, VA 24091 
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C OM M U N ITY  R OOM  U S E  P OL I C Y 
TOWN OF FLOYD 

COMMUNITY ROOM 
Venue Address: 203 E. Oxford St., Floyd, VA 24091 

 
Use of the Community Room: 
 Applicants must be over 18 years old. The Town Manager reserves the right to request a photo id. 
 Application is to be made at least 30 days prior to the event to the Town office.  The Community Room 

may not be held without an approved application. 
 No alcoholic beverages, controlled substances, smoking or vaping, are allowed on the property. 
 Application must be submitted for each event, multiple events or series requires application & approval 

for each individual event.  
 For Community Room use after regular business hours, the Applicant must obtain a card key one 

business day prior to the event. 
 Participants using the Community Room must enter through the double doors on the side of the Town 

Hall building.  
 A site inspection may be conducted before and after each event. 
 The Town of Floyd will not assume responsibility for any personal property used or left on the Town’s 

property. 
 Cleaning of the COMMUNITY ROOM should immediately follow each activity or event.  The 

Applicant/Responsible Party will be responsible for cleanup and immediately reporting any issues of 
concern to the Town Manager.   
All areas must be left clean and orderly. Clean up responsibility includes, but not limited to:  
• Wiping all tables/chairs and returning them back into storage closet. 

• Removing all trash/recycling from cans and replacing liners. 

• Sweeping COMMUNITY ROOM floors, and kitchen area. Mopping all areas as necessary 

• Removing trash from bathroom cans, and any other bathroom areas.  

• Washing/drying of any dishes, utensils, etc. used during event.   

• Wiping all countertops, etc. as necessary 
The applicant will be responsible for any damage or cleaning costs that exceed the $100, a 
refundable deposit. 

Vending and Admission to Events: 
 No admissions may be charged, and no sales may be conducted without prior written approval by the 

Town Manager. If the intent is to charge a fee for an activity or event, the applicant must include, with 
the application, an explanation of why a fee is necessary and how it will be used.  Any required 
business license application must accompany an application for usage. Additional policies may be 
determined at the discretion of the Town Manager. 
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Fees: 
 Community Room Use Fees:   

o Cleaning/Damage/Key Deposit - $100.00 – refundable if conditions are met. 
o Meetings only – Monday – Thursday                      $100 for maximum of four hours.   
                       No charge for tax-exempt Non-Profit organizations.   

o Meetings only – Monday – Thursday        $100.00  
                       No charge for tax-exempt Non-Profit organizations.   

o Social events – Friday evenings $100  
                       No exceptions 

o Social events – Saturday and Sundays $100  
                       No exceptions 

 Caterers must have a Town of Floyd Business License and a food vendor license. Caterers are subject 
to Town of Floyd Meals Tax. 

Parking & Safety: 
 Vehicles must park in designated parking area only and must not block the drive-through, any private 

drives, entrances, or roadways.  No vehicles will be allowed to be driven or parked on the grass unless 
the Town Manager provides written authorization prior to the event. 

 While the intent is for general public usage, all children must be properly supervised to protect their 
safety and Town property. 

 Deposit Policy: 
 A deposit of $100 (One Hundred Dollars) must be paid with this application. The deposit is not limited to 

those items possibly damaged by the event or by people participating in the event, but also by 
spectators and non-participants.  

 The $100 Cleaning / Damage / Key Deposit has been established to help preserve our COMMUNITY 
ROOM.  Following an event, if all conditions of usage are met and cleanup meets approval and the 
issue key returned, no damage has occurred to grass or property, including the restrooms, the deposit 
will be refunded. 

General Terms and Conditions: 

 A complete Community Room Use Application must be submitted and received by the Town of Floyd at 
least thirty (30) days prior to the event.  

 The Community Room reservation is contingent upon receipt and approval of application and receipt of 
all fees. 

 The Town reserves the right to deny the use of the COMMUNITY ROOM to any person or organization 
for the protection of the health, safety, and welfare of the citizens of Floyd County.  

 Users agree to adhere to these policies and understand that a violation of any portion of the policy will 
result in cancellation/termination of the event and forfeiture of all payments and fees.  

 All Users of the Facilities shall comply with all applicable federal, state, and local laws, regulations, 
rules, and ordinances including, but not limited to, all ordinances of the Town of Floyd and all rules and 
regulations which may be adopted from time to time by the Floyd Town Council. Such rules and 
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regulations may include all the changes that might be imposed on the operational hours and utilization 
policies. 

 Discrimination by User, its agents or employees, on account of age, race, color, religion, sex or national 
origin, in the use of or admission to the premises is prohibited. 

 

By signing this form, I acknowledge that I am the person named on the application and/or can sign on behalf of 
the organization listed on the application. I have read and understand the Community Room USE POLICY and 
by signing below I acknowledge that I will abide by the policy. 
 
 
 
 
 
___________________________________________    
Print Name    (Applicant)   
        
 
 
___________________________________________   _____________________ 
Signature (Applicant)       Date 
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HOL D  HA R M L E S S  A N D  I ND E M N IT Y  AGR E E M E NT 
TOWN OF FLOYD 

COMMUNITY ROOM 
Venue Address: 203 E. Oxford St., Floyd, VA 24091 

 
 
 
This indemnity agreement, made and entered into this ______ day of __________, 20__________, by 

________________________________________ (named party applying for use of the Community Room) to 

be held on___________________, between the hours of ___________________ in the Town of Floyd. 

 

WHEREAS, the undersigned having made application for a permit to sponsor or hold an activity or event in the 
Community Room in consideration of permission does hereby agree to the Rules established for the usage and 
hereby agrees to the following: 

The undersigned jointly and severally (if more than one) does hereby agree to indemnify and hold harmless the 
Corporation, Town of Floyd, its officers, employees, and agents, against any and all liability, loss, cause of 
action, damages or injuries to persons or property, including death, which may occur by reason of the use of the 
COMMUNITY ROOM. 

The undersigned, jointly and severally, (if more than one), agrees to indemnify and hold harmless the 
Corporation, Town of Floyd, its officers, employees, and agents, against any expenses incurred by the Town of 
Floyd with regards to cleaning the premises, setting up on behalf of the undersigned, and restoring the premises 
to its normal condition after the permit period.  

Name     _________________________________ 

Organization Name   _________________________________ 

Address    _________________________________ 

     _________________________________ 

Daytime Phone Number  _________________________________ 

Date of Usage   _______________  Hours of Usage     _____________________ 

Purpose   _____________________________________________________________ 

    _____________________________________________________________ 

 

Print Name __________________________________________  

 

SIGNATURE __________________________________________   DATE______________  
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