
 

ReCity Event Scheduling Guidelines 
 
Note: For any meeting or event consisting of more than 4 guests, ReCity cannot offer 
onsite parking during the 9-5 workweek. After hours and on weekends, we do offer on 
site parking. 
 
1.) Please have only one member of your organization act as your event contact. This 

person should be responsible for all organization bookings, and should relay this 
schedule to co-workers. This should be the person who will be the point individual on 
the execution of the actual event. 
 

2.) Consider your needs carefully to find the amount of time that’s just right. Setup and 
Breakdown times should be included, and will incur the same charges. Please 
designate between the actual event time, setup and breakdown, and time you need an 
A/V technician (if applicable). 
 

3.) For Events (in the Event Room, Lounge, or Bull Pen) a 50% down payment is 
required upon booking (within 5 business days) and the remaining 50% is due 5 
business days prior to the date of the event. These will be invoiced to you via 
PaySimple.  
 
• Please note: Your 50% down payment is refundable up to 2 weeks prior to the 

event. After this, your deposit is non-refundable. You payment is also non-
refundable once the full amount is paid 5 business days prior to the event. 

• Please note: If there are less than 10 days elapsed time between your request and 
the date of your event, then the entire payment will be billed at once, due 5 
business days prior to the event. 

• Please note: A 15% late fee applies to all invoices once they are 5 calendar days 
late. 

• You may always elect to pay the entire payment at once if you would rather not 
process multiple payments.  
 

4.) Use www.recitynetwork.org/facility to access the different spaces and which best fits 
your needs.  
 

5.) For meetings in conference rooms, the invoice will be due 5 business days prior to 
the event, in full. 
 

6.) Be considerate of the audio/visual needs of your event. If your meeting requires 
advanced technology or participants will be calling in or video conferencing, make 
sure you consider those needs when you make your reservation. If you don't need 



 

any special AV systems, choose a space that reflects your needs, leaving the 
technology available to others. For large events, please consider your noise level, 
especially during office hours. 
 

7.) Please clean up after yourself. Our general policy is to leave each space better than 
you found it! Our cleaning service is not responsible for, nor consistent enough to 
take care of daily shared room cleanup. Please throw all food and drink products 
away in the kitchen area – not in conference or event rooms.  

 
8.) Please always use coasters for any beverages on conference room tables. 
 

9.) Users are responsible for the setup and reset of each room, within the limits of their 
allotted time. Please leave the room in its proper default layout, and better than you 
found it! 

 
10.) Children under age 16 should not be in any room without direct adult supervision. 

Children under age 12 should not be present without express consent from ReCity 
staff. 

 
 

 


