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GENERAL RENTAL INFORMATION 
Allowed Uses 

Classes, Meeting, Social Gatherings, Events, Conferences 
 
Rental Hours  

Monday—Thursday 8:30 a.m. to 7: 00 p.m.  
Friday 8:30 a.m. to 4:00 p.m. 
Reservations outside scheduled days and hours by Director approval only. 
 
The Facility Offers The Following Rooms For Rental: 
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Multipurpose Rooms Class/Meeting Rooms  

Oak/Acorn Room  Cedar Room  16’ x 18’ (288 sq. ft.)  

    Oak Room   24’ x 64’ (1522 sq. ft.)      
    Acorn Room  19’ x 29’ (551 sq. ft.) 
          Oak & Acorn can be combined for 2073 sq. ft. 

 

Alder Room 30’ x 17’ (510 sq. ft.) 

Birch Room  21’ x 23’ (483 sq. ft.) 
(includes countertop and sink)  

 

Kitchen  (Adjacent to the Oak/Acorn Rooms) 

 must be rented in conjunction w/Multipurpose room  

 use of convection oven for warming—only 

 use for food prep/staging area 

 major appliances are not available for use 

Willow Room  21’ x 13’ (273 sq. ft.) 

Dogwood Room  29’ x 20’ (580 sq. ft.) 
(includes countertop and sink)  

 

 

 

Effective 2/25/2015 

Non-Profit 

Organization/VIP 

Partners 

 

All Others 

Multipurpose Rooms 
Non-Refundable Cleaning Fee 

Or- Non-Refundable Cleaning Fee (with Food) 

Refundable Deposit 

Hourly Usage Fee 

 

 
 

$25 

$50 

$75 

$35 per hour 

 

 
 

$25 

$50 

$200 

$100 per hour 

Class/Meeting Rooms 
Non-Refundable Cleaning Fee 

Or- Non-Refundable Cleaning Fee (with Food) 

Refundable Deposit 

Hourly Usage Fee 

 

$10 

$25 

$25 

$25 per hour 

 

$10 

$25 

$100 

$50 per hour 

 

Microphone   

Podium    

TV/VCR/DVD 

Projector/In Focus 

Screen 

After Hours Staff 

$10 per use 

$20 per use 

$20 per use 

$25 per use 

$10 per use 

$25 per hour 

$10 per use 

$20 per use 

$20 per use 

$25 per use 

$10 per use 

$25 per hour 

Facility Rental Rates 
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GENERAL RENTAL INFORMATION 
  

INSURANCE POLICY 

If the Applicant is using ACC rooms for any of the activities listed below, and/or the activity includes more than 100 people, the 
applicant shall submit a Certificate of Liability Insurance in the amount of at least $2,000,000 with an endorsement naming the City of 
Lake Oswego as an additional named insured before the application is approved. 

 Sale of alcohol, food, beverages or souvenirs. 

 Event open to the general public. 

 Conducting business (trade shows).  

 Non-sanctioned sporting event or tournament. 
 

  

ALCOHOL   Catered or Licensed Server ONLY, Beer & Wine ONLY 

 If you will be providing alcohol, proof of “Host Liquor Liability” Insurance of $500,000 is required. Most homeowner’s 
insurance carriers offer special events insurance to cover this requirement. It must state “Host Liquor Liability” on the 
Certificate of Liability Insurance. 

 Beer and wine only (catered only, no “bring your own” alcohol). 

 No hard liquor - no exceptions. Designated server and monitored serving area required. 

 A City of Lake Oswego Alcohol Permit is required for permission to serve and/or sell alcohol. 

 Selling alcohol requires an OLCC Temporary Sales License, approved City Alcohol Permit and Host Liquor Liability 

 Insurance Certificate. 

 To serve alcohol, an approved City Alcohol Permit and Host Liquor Liability Insurance Certificate is required. 

 A copy of the Insurance Certificate, City Alcohol Permit and/or OLCC license must be submitted 30 days prior to event. 
  

FOOD 

 The City of Lake Oswego is not responsible for health issues related to any foods consumed at the event. 

 Caterers are required to show proof of current Food Handlers Permit. 

 Individuals or groups planning to provide food at a public event, where it is prepared or served for consumption, are 
required to have a Temporary Restaurant License and proof of current Food Handlers Permit for at least one food handler.  

 

DECORATIONS 

 Use of scotch tape, masking tape, tacks, pins, etc. are not permitted on walls or woodwork. 

 ABSOLUTELY NO bird seed, metallic confetti or rice, bubbles or bubble machines. Helium balloons anchored only. 

 Candles are limited to those in glass bowls, where the flame is no higher than the glass. 

 Music must be kept at a moderate level, we have neighbors close by 
 

SEATING AND TABLES 
 

The City provides tables and chairs as outlined in the Room Setup Options on page 10. Extra seating and tables are the responsibility of 
the applicant. Linens are not provided. All tables and chairs must remain inside the building and reserved area. 

  

CLEAN UP PROCESS 
 

The applicant is responsible for removal of all decorations, any items of property brought to the facility, and extra trash that will not fit in 
to the supplied receptacles. All City-owned tables and chairs must be returned to the configuration found at the beginning of the 
function.  If the site is left in good condition and no damage has occurred, the Deposit will be refunded within 5 working days after the 
reservation date. The applicant is responsible for additional costs for damage above and beyond the Deposit amount.   

  

APPROVAL OF APPLICATION 
 

ACC staff will determine the proper category of the applicant, ascertain that the use, time, date, and size of group are appropriate and 
available. Reservations are not confirmed until all requirements have been met (i.e., copies of  insurance, permits, licenses) and 
full payment of all fees and deposit have been received. The City may cancel or deny the application of any person or group when it 
is determined by the City that the proposed use of the facility will not be in the best interest of the City. A copy of the approved permit 
will be mailed to the applicant and copies of the application will be provided to the Police and Maintenance Departments. 
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MEETING Application For Use for the ACC 
MEETING reservations are accepted no less than 7 business days in advance.  
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AAPPPPPPLLIICCAANNTT    IINNFFOORRMMAATTIIOONN  

 Organization Name (if applicable): 
 

Person Responsible for Reservation: 

 Address: Home Phone #:                          Other Phone #: 

 City/Zip Code: E-mail Address: 

RREESSEERRVVAATTIIOONN    IINNFFOORRMMAATTIIOONN  

 

 Day of Week (circle):   M      T      W      TH      F      S      SU     REQUESTED DATE: __________________ 

 Recurring Reservation?   Yes   List all Dates: ___________________________________________________     

Reservation - START TIME:________AM/PM (including set-up) END TIME:________AM/PM (including clean-up)     

Note: Director approval required for rental times outside hours listed below. 

Contact Person on Day of Meeting:______________________Contact # on Day of Meeting:______________ 

 Nature of Meeting:  _________________________________________________________________________ 

 Total Expected Attendance: _______    

 Please Note: If you are serving alcohol, complete pages 7-10, otherwise, just complete pages 9-10. 

Room Requested:  Rentals M-F 8:30am – 8:00pm  

              Oak        Oak/Acorn        Cedar       Alder       Willow      Birch       Dogwood                                                

Setup Requested: See Page 8 for Setup Options 

     Square                Rectangle             U-Shaped         Classroom           Auditorium       Luncheon  

     Clear Room        Other: _______________________________________________________________ 

Please indicate the amenities you will need: (Based on availability)                            

      TV/VCR/DVD       Projector     Screen          Podium   Microphone  Other Requests ______________________________ 

Will you be bringing any extra tables, seating, or other temporary equipment?         No             Yes* 

*Describe equipment use and location:_________________________________________________________________ 

        Please Note:  ACC programs have priority for equipment use.  We will do our best to accommodate your needs. 

Payment Information:   Office Use Only    

___hrs. @  $____ per hour = $_____ + Cleaning Fee $____+ Media Rental + $____ Refundable Deposit $____= TOT $_____ 

APPROVED BY: _______________________________________________ DATE: _____________________          

TOTAL AMOUNT DUE:   $________ Cash      Check #__________        Visa       MasterCard 

Cardholders Name:______________________________ Card Number:_____________________ Expires:_______ 



Adult Community Center   505 G. Avenue   Lake Oswego  Oregon   97034   503-635-3758 

EVENT Application For Use for the ACC (two pages) 
EVENT reservations are accepted no less than 30 days in advance. 

Please print or type legibly and fill out form completely. 

If applicable, attach a copy of the Certificate of Liability Insurance naming the City as an additional insured, OLCC    
Temporary Sales License, Liquor Liability Insurance, Temporary Restaurant License, and/or Food Handlers permit. 

Submit application and pay all fees at least 30 days prior to use. 

Make payment by Credit Card (Visa or MasterCard Only), Cash or Check payable to LOACC  
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AAPPPPPPLLIICCAANNTT    IINNFFOORRMMAATTIIOONN  

 Organization Name (if applicable): 
 

Person Responsible for Reservation: 

 Address: Home Phone #:                          Other Phone #: 

 City/Zip Code: E-mail Address: 

RREESSEERRVVAATTIIOONN    IINNFFOORRMMAATTIIOONN  

 

 Day of Week (circle):     M        T        W        TH        F        S        SU       REQUESTED DATE: _____________________ 

 Reservation - START TIME:___________AM/PM   (including set-up)   END TIME:____________AM/PM   (including clean-up)     

  Note: Director approval required for rental times outside hours listed below. 

Event Name:_______________________________________________ Total Expected Attendance: ___________________ 

 Contact Person on Day of Event:______________________________ Contact # on Day of Event:____________________ 

 Type of activity:   Birthday Party            Reunion             Fundraiser             Wedding            Other                 

Room Requested:  Rentals M-F 8:30am – 8:00pm  

         Oak        Oak/Acorn        Cedar       Alder       Willow      Birch       Dogwood                                                

Setup Requested: See Page 10 for Setup Options (check all that apply) 

     Square                Rectangle             U-Shaped         Classroom           Auditorium       Luncheon  

     Clear Room        Other: __________________________________________ 

 This event will be:         

 Closed to the public/invited guest only        Open to the public        Generating sales    (i.e., admission fees, concessions, or entry fees) 

Please indicate the amenities you will need: (Based on availability)                            

 TV/VCR/DVD    Projector     Screen     Podium   Microphone   Other ___________________________________ 

Continued on next page 
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 Does your event involve the use of alcoholic beverages?       No     Yes*   

*Please check all that apply:        Free/Host Alcohol           Alcohol Sales          Host & Sales            Beer          Wine 

 Provide the name of the licensed bartender/caterer to serve the alcoholic beverages?  

 *Name of Caterer/Licensed Bartender:___________________________________ Liquor License #:______________________ 

If your event includes the use of alcohol on City property, Host Liquor Liability Insurance of at least $500,000 is required. For alcohol sales, you must also     
obtain an OLCC Temporary Sales License and an approved City Alcohol Permit. To serve alcohol, you must also obtain an approved City Alcohol 
Permit. 

 Will food and/or refreshments be served?      No        Yes*  

 *What type of food and/or refreshments will be served? _________________________________________________________ 

 Will you be hiring a caterer to serve food?     No        Yes* 

 *Caterer Name:___________________________ Address:_________________________________ Contact #:_____________ 

 Will food and/or refreshments be sold?        No        Yes* 

 *What type of food and/or refreshments will be sold?______________________________ (a Temporary Restaurant License is required) 

 Who will prepare the food being served?        Caterer*    Other:_________________________________________ 

  *Does the caterer have a current Food Handlers Permit?       No        Yes  

FFOORR  OOFFFFIICCEE  UUSSEE  

 A copy of the following supplemental documents are required:  

  Proof of Liability Insurance -  Due date: ____________________  Received on: ____________________ 

  Proof of Host Liquor Liability Insurance - Due date: ____________________  Received on: ____________________ 

  City Approved Alcohol Permit -  Due date: ____________________  Received on: ____________________ 

  OLCC Temporary Sales License -  Due date: ____________________  Received on: ____________________ 

  Temporary Restaurant License -  Due date: ____________________  Received on: ____________________ 

  Current Food Handlers Permit -  Due date: ____________________  Received on: ____________________ 

NOTE: All required documents must be submitted to the City of Lake Oswego at least 30 days prior to reservation date for the reservation to be confirmed. 

 Fee Computation:   Office Use Only 

                                 Refundable Deposit: $________ 

             Cleaning Fee:             $________          

       Room Rental : _____hrs. @  $________ per hour: $________ 

         Other Rental Fee_______________: $________ 

              TOTAL AMOUNT DUE:   $________  

 

 Payment Information:   Office Use Only 

  Cash      Check #__________        Visa       MasterCard  

 Cardholders Name:_______________________________________ 

 Card Number:_________________________ Expires:___________ 

  Holding Reservation Date: $______  paid on:________________ 

  Remaining amount of  $_________ is due by:_______________  

  All fees paid on:_______________________________________ 

     Note: To hold a reservation date, the  deposit  must be paid at the time of the request 
     and the remaining amount is due 30 days prior to the event. 

OFFICE USE ONLY 
 I have evaluated the application and in accordance with the City of Lake Oswego’s policies, this application is: 

                                                        Approved for use                Denied for use 

 Comments/Notes:  

 Authorized by:     Date of Approval:_____________________________ 
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STATEMENT OF USER RESPONSIBILITIES 
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I, the undersign, attest that I have read and agree to abide by all rules, regulations, and guidelines specified herein:  
   

RESERVATIONS & CANCELLATIONS 

1. MEETING Application for Use shall be submitted no less than 3 business days prior to use. If the meeting time is outside normal 

hours, 7 business days notice and Director approval required. 

2. EVENT Application for Use shall be submitted no less than 30 days prior to use. 

3. All fees associated with an EVENT reservation must be fully paid within 30 days from the date the application was submitted.  

4. Cancellation for an EVENT is only accepted 30 days prior to the reservation date with a refund of all fees. If the applicant fails to  

       provide at least 30 days notice, 20% of the Reservation Fee will be deducted before your refund is issued. To change a reservation  

       date, a request must be made 30 days in advance or 10% of your Reservation Fee is charged.       

5. If user/group leaves before the designated ending time, the rental fee for the remaining time is forfeited. If user/group runs over  

6. reserved time, the hourly rate will be charged.  

7. Controlled substances and smoking are prohibited within and outside the facility.  

8. Music must be kept at moderate levels. 

9. No person may move any City owned equipment and/or supplies without written permission from the Director of Parks & Recreation. 

10. Parks & Recreation programs receive priority status for room reservations. An existing reservation may be moved to another location. 

11. Due to unforeseen circumstances, The City of Lake Oswego reserves the right to reschedule/cancel this facility use agreement. 
 

ALCOHOL 

1. Alcohol is only allowed in conjunction with the rental of the Willamette and Santiam Rooms, and is not allowed outside the facility. 

2. Permission to serve alcohol is only granted if service is done by a caterer or licensed pourer, if a City Alcohol Permit is approved, and 

if Host Liquor Liability Insurance of $2,000,000 is obtained.  If alcohol will be sold, or included as part of an admission price, an  

approved City Alcohol Permit, Host Liquor Liability Insurance, and an OLCC Temporary Sales License must be obtained before per-

mission is granted. Alcohol is limited to beer and wine only, and serving must be restricted to pre-designated, monitored areas, and is 

subject to any and all OLCC rules & regulations. 
 

LIABILITY 
1. For EVENTS, or gatherings over 100 people, the authorized user/group shall submit a Certificate of Liability Insurance in the amount 

of at least $2,000,000, naming the City of Lake Oswego as an additional insured, no later than 30 days prior to the event.  

2. Any user/group sponsoring or using a City-owned facility assumes all liability for any accidents that occur during the scheduled reser-

vation time of the facility. 

3. The user/group assumes the entire responsibility and liability for losses, damages and claims arising out of injury or damage to the us-

er’s/group’s display, equipment and other property brought upon the premises of the City and shall indemnify and hold harmless the 

City from any and all such losses, damages and claims arising out of such use. 

4. The user/group shall be responsible for the conduct of participants attending the activity/event,  the supervision of youth under 18 years 

of age; with regard to the control and containment of  litter, and for any damage to the premises beyond ordinary wear and tear. The 

user/group is responsible for additional costs for damage above and beyond the Deposit amount and liable for City’s attorneys fees or 

collections costs reasonable incurred in any action in which the City prevails for enforcement of this agreement. 

5. If approval is granted to the user/group to bring in any special portable devices for use in conjunction with the reservation, the reserv-

ing party must submit a letter releasing the City of liability and must also post a sign at the device during reservation time that the de-

vice is not the City’s and the City is not responsible. 

6. The City is not responsible for personal property left behind by the applicant or represented group, or for lost or stolen items left inside 

or outside the premises. 

 
 

I hereby certify that I am the authorized representative of the organization or group listed and that the application statements are 

true to the best of my knowledge. I accept responsibility for any violations as they may pertain to the facility reserved.  

 Group or Organization:   

  Signature of Applicant:   Date Signed:   

  Address: Home Phone: _ 

  City: __________________________ Zip: ____________  Alternate Phone: _______________________ 
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ALCOHOL PERMIT 

Adult Community Center 
 

 Request is hereby made by the undersigned for permission to serve alcoholic beverages on City property. 
 
 Applicant’s Name:  

 Address:   City, Zip:  

 Phone #:   Phone # on Day of Event:  

 Date of Event:   Type of Event:  

 Note: Applicants must provide proof of “Host Liquor Liability” insurance of at least $500,000, naming the City as an  
 additional insured, at least 30 days prior to the event. 
 
 Event - Start Time:    End Time:  

 Alcohol Service  - Start Time:    End Time:  

 Type of Alcohol Served:               Beer     Wine                   

 Estimated Event Attendance:    Number of Participants under 21:  

 Method of Supervision:  Caterer   Licensed Pourer   

         

         

 I accept responsibility for compliance with the regulations established by the Oregon Liquor Control  
 Commission.  
 
  I understand that a false or misleading  answer could result in denial of this application. I certify all information  
       submitted is complete and correct to the best of my knowledge. I agree to adhere to the guidelines outlined in the 
       “Statement  of User Responsibility.” 
  

 Applicant’s Signature:        Date:  
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U-Shaped Style Classroom Style 

Auditorium Style 

Open Rectangle 

Game Style  

Closed Rectangle 

ROOM SET UPS 
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Rectangle Style = 3 style options. 

Single Rectangle 



At the end of your event please use this cleaning check list, sign it and turn it in to the building 
supervisor on duty before you leave. 
 
Please make sure the building is in excellent condition when it is time for you to leave. 
 
  1.  All tables are wiped off and set back up as per diagram located in closet in Oak room. 
 
  2.  All chairs are wiped off and placed around tables.  (8 per table) 
 
 3.  Restrooms must be left as clean as you found them. 
 
 4.  The kitchen should be left clean.  Sinks should be cleaned with soapy water and rinsed.   
   
 5.  The stove and counter tops should be wiped clean. 
 
 6.  The garbage should be taken out and put in the trash cans outside the back door of the kitchen.  
       Put clean liners in the trash cans used. 
 
 7.  Sweep all bare floors and spot mop any mess or spill. 
 
  8.  Vacuum up any messes on carpeted areas. 
 
  9.  Any item that has been moved from its original place must be put back before you leave.   
      This includes tables and chairs from other rooms, cleaning supplies, etc… 
 
Please keep in mind that other rentals may follow yours, so be courteous and leave a clean building.  YOU 
are responsible for the clean up of the facility.  Inadequate clean up will result in your being charged $30/
hr. for maintenance we have to do.  A minimum of one hour will be charged.  Damages and clean up will 
be assessed and deducted from your deposit.  If the charges exceed the amount of the deposit, you will be 
billed the difference. 
 
 
Renter Signature: _________________________________  Date:  ____________ 
 
Building Supervisor Signature: ______________________________  Date:  ____________ 

CENTER RENTAL CLEAN-UP CHECKLIST 
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From Freeways I-5 and 217: 
 
Exit I-5 to Hwy 217 (Kruse Way). Proceed on Hwy 217 (Kruse Way) 1.2 miles to “T” intersection with Lower 
Boones Ferry Road. Turn left on Lower Boones Ferry Road and proceed in right lane to Country Club Road, a dis-
tance of .7 miles. Bear right onto Country Club Road.  Proceed on Country Club Road 1.8 miles (through “six cor-
ners” 4-way stop bearing straight to the second 4-way stop). Country Club Road changes to A Avenue. Proceed on 
A Avenue five blocks to 5th Street.  Turn left onto 5th Street at 7-Eleven Store and proceed five blocks to “T” inter-
section of 5th and G Avenue. 
The Adult Center is located at this intersection. 

 
 
Taking Exit #290 off I-5: 
 
Enter Lower Boones Ferry Road from Exit #290. Travel 2.8 miles on Boones Ferry Road to Country Club Road.  
Bear right onto Country Club Road.  Proceed on Country Club Road 1.8 miles (through “six corners” 4-way stop 
bearing straight to the second 4-way stop). Country Club Road changes to A Avenue. Proceed on A Avenue five 
blocks to 5th Street.  Turn left onto 5th Street at 7-Eleven Store and proceed five blocks to “T” intersection of 5th 
and G Avenue. 
The Adult Center is located at this intersection. 

 
 
From Oregon City: 
 
Proceed north to Lake Oswego on Highway 43. At Lake Oswego city limits Hwy. 43 changes names to State Street.  
Proceed on State Street to first traffic light beyond the railroad tracks, staying in left lane to turn left at traffic light 
onto A Avenue. Proceed on A Avenue five blocks to 5th street. Turn right onto 5th street (just past Safeway).  Pro-
ceed five blocks to “T” intersection of 5th and G Avenue. 
The Adult Center is located at this intersection. 

 
 
From Portland via Macadam Avenue (Hwy 43): 
 
Proceed south on Macadam Avenue from Portland and the Sellwood Bridge to Lake Oswego. At the city limits sign, 
Macadam Avenue changes names to State Street.  Proceed to the second traffic light, the “T” intersection of State 
Street and A Avenue.  Turn right onto A Avenue. Proceed on A Avenue five blocks to 5th street. Turn right onto 5th 
street (just past Safeway).  Proceed five blocks to “T” intersection of 5th and G Avenue. 
The Adult Center is located at this intersection. 
 

DRIVING DIRECTIONS 
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