
Jackson Bottom Wetlands Preserve         2600 SW Hillsboro Hwy.         Hillsboro, OR  97123

Name of Organization or Individual: 											         

Person Supervising Activity	 Phone: (hm)	  (wk)               	

Address 	
	 Street	 City	 State	 Zip

Email address 	

Maximum Attendance: __________                     Space Requesting:          ___Classroom             ___Deck 

Day and Date of Use	

Start Time 			   	 End Time 			   	 Total Hours of Use 			 
                    (includes set-up)	 		        (includes clean-up)

Describe type of event: (include type of food to be served and any special equipment to be brought in):

															             

															             

															             

A/V Equipment Required_____________________________________________________________________________

Will alcohol be served?  Yes_____  No_____.  If yes, complete the “Alcohol Usage Application”.

Will there be music? ________________	 If so, describe: 	 	

Will a caterer be used and if so, who? 	         Phone: 		

Will there be any fees charged? (e.g. admission fee, sale of food, request for donations, etc) 	

If so, describe: 		
*************************************************************

I have read and agree to abide by the regulations established for use of the Jackson Bottom Wetlands 
Education Center.  I agree to be solely and completely responsible for the condition of the facility and to leave 
the building, equipment and grounds used in neat and clean condition, without damage.  I agree to promptly 
reimburse the Jackson Bottom Wetlands Preserve for all damages. 

  User Signature: 	 	 Date: 		

*************************************************************
For Office Use Only:

Approved: 			    Date: 	

Rental Reservation Form
Jackson Bottom Wetlands Education Center



For office use only:

Rental Fees

	 	  Total hours

	  X hourly rate 

	  = Total Rental Fee

Deposit Fee:	 	  Date Paid:	  Receipt # 	

Rental Fee  Due: 	  Date Paid:	  Receipt # 	

Facility Supervisor: 			 

Rental Info

	q Form filled out completely	 q Alcohol form in
q Deposit paid	 q Cert of Insurance in
q Rental approved by Director	 q Fax info to Police
q Entered in book and computer	 q Clipboard picked up
q Supervisor booked	 q Clipboard & keys returned
q Letter sent or phone call made to renter	 q Check form for problems
q Rental fee paid	 q If AOK send back deposit


