
ASIAN AMERICAN
RESOURCE CENTER Community Room Request Form

ASIAN AMERICAN
RESOURCE CENTER

Name Title

Mailing Address Organization

City State Zip Code

Cell phone Work Phone

E-mail Website

Would you like this event publicized in 
AARc mARketing mAteRiAls And sociAl mediA?(RequiRe An AnsWeR)  

Signature Date

my signature below indicates that i agree to the following (Please check all boxes to consent)

We are not for profit individuals/organization

the room will not be used for commercial activity 

our meeting is free and open to the public

We agree to honor meeting room guidelines

If we serve food, it will be Individually packaged or a temporary 
food event permit is required and will be obtained
Room will be cleaned and trash removed

ROOMS AVAILABLE ONLY: MON, WED, FRI: 10AM-6PM; TUES, THUR*: 10AM-9PM;  SAT: 10AM - 4PM; CLOSED SUNDAYS
*Reservations beyond 6pm TUES & THURS must be reserved 7 days in advance. Community Room 8 is not available MON - THURS before 2pm.

Classroom #1 Includes a TV with HDMI or VGA connections, telephone, dry-erase board, and tables and chairs for 16 persons. Capacity may 
not exceed 20 at any time. Carpeted flooring. 352 sq/ft. 

Classroom #8 Includes a TV with HDMI or VGA connections, telephone, dry-erase board, and tables and chairs for 40 persons. Capacity may 
not exceed 40 at any time. Tiled flooring with sink available. 640 sq/ft.  
guidelines
Community Rooms are for non-commercial, informational, educational, cultural, 
and civic needs. To use a community room, a group or organization must be not-
for-profit, non-commercial or demonstrate a community or civic purpose.

The meeting must be open to the public, may not charge a fee and should include 
three or more individuals. Anyone is allowed to access the space during your 
meeting; it is public. At the same, no-one is allowed to disrupt recreational 
programming. No one may solicit for money or another item of value, charge 
admission, collect donations, or sell, or advertise for sale any goods and services for 
programs in the free community rooms.

To provide an opportunity for all groups and programs to use the community 
rooms, a group is limited to a maximum of two reservations of four hours each 
or one daily reservation up to 8 hours per month.

Rooms cannot be scheduled for weekly recurring meetings and/or reserved for the 
same program under different organization/individual names resulting in 
recurring programs.

Room offered free of charge on a first come, first serve basis with reservations 
accepted 90 days in advance at AARC. Reservations are recommended.

Primary contact person must sign in at the front desk and provide a DL or ID card 
for access to the space and equipment which will be returned at check-out.

Packaged refreshments may be served in the room; for other food a Food 
Permit is required. Kitchen access is not available for community room use.

Please leave meeting rooms as they are found. If the furniture is 
rearranged, it should be returned to the original arrangement at the end of 
the meeting and all trash removed, tables wiped, dry-erase boards 
cleaned, equipment returned and primary contact checks out at front desk. 

The room is provided as-is. Modifications to the room may be made to 
accommodate facility maintenance needs.

Smoking, alcoholic beverages, Styrofoam, glass and open flames are not 
allowed. Children may not be left unattended in the facility. 

Groups will be charged for any damage to room(s), equipment or furnishings 
beyond reasonable wear and tear.

Permission to use the community room may be withheld from groups that 
have failed to comply with these guidelines or cause any damages or 
disturbances.

To change or cancel a reservation, please call the main line at 512-974-1700. If 
a group fails to show for two meetings in a row and does not call to 
cancel, future reservations may be denied.

Event title and Meeting/
Program Purpose (If event to 
be marketed to public, please 

INCLUDe DESCRIPTION OF 
ACTIVITIES, TIME, RSVP, WEB 
LINKS)

is a RsVp RequiRed? iF yes, please pRoVide RsVp link:

Room Requested: meeting Room #1 meeting Room #8 

Requested date(s):

aRRiVal time meeting staRt time meeting end time Cleanup ends 
expeCted attendanCe hoW many aRe Visual & peRFoRming aRtists?
ROOMS AVAILABLE ONLY: MON, WED, FRI: 10AM-6PM; TUES, THUR*: 10AM-9PM; SAT: 10AM - 4PM; CLOSED SUNDAYS 
*Reservations beyond 6pm TUES & THURS must be reserved 7 days in advance. Community Room 8 is not available MON - THURS before 2pm.

yes   No	

please submit the form to AARCRENTALS@AUSTINTEXAS.GOV

galvanb
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