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MEETING ROOM USE AGREEMENT 
 
 
At the Board of Selectmen meeting held on Tuesday October 13, 2020 the Selectmen decided to 
allow local civic groups the ability to use the meeting room space at the new Arundel Municipal 
Building. 
 
-Use will be coordinated through the Arundel Town Manager’s Office 
 
-Use will be allowed only when Municipal Board or Committee’s are not utilizing. Local Civic Groups 
may be bumped from use as a result of the Municipalities needs to use the room. 
 
-Entrance into the meeting room will be set up electronically by the Town Manager (985-4201 
ext115). Precise starting and ending times are necessary to ensure room is unlocked and lock for 
your use. 
 
-By using the meeting room, you are responsible to ensure it is left in the condition in which you find 
it. If it is necessary for the Town to clean the area, a charge for cleaning will be assessed to the 
group.  Groups should utilize CDC COVID-19 cleaning protocols after use.  
 
-Any damage to the meeting room will be the responsibility of the Group using it. When you arrive to 
use the Room and observe damage of any kind, contact must be made immediately to the Town 
Manager so as to not be charged by the Town for any damage observed after your use.  
 
-General Liability Insurance is required for the use of the Meeting Room naming the Town of Arundel 
as a named insured. The Town is a registered user of the TULIP program through the Maine 
Municipal Association (MMA) and HUB International New England. The assigned unique Venue ID-
Code is: 0419-CHN. Steps to utilize the TULIP Program. 
 
1.Log onto www.intactspecialty.com/entertainment then scroll down to “Planning and Event” –Get a 
free quote. 
2.Enter the Venue ID-Code listed above. 
3. Select the Event Details or “eligible activity” from the drop-down menu. 
4.Answer the four questions 
5. Select the date range for the event on the calendar by clicking on the day of the event. 
6. Name the event and answer related questions 
7. Then get a quote.                                        
MEETING ROOM USE AGREEMENT CONT… 
 
Payments can be made via contact and credit card information and coverage is automatically bound. 
Once purchased a Certificate of Insurance is issued and sent via e-mail to the Town.  
 
 
 
 
 
 

http://www.intactspecialty.com/entertainment


 
MEETING ROOM USE AGREEMENT 

 
 
 
Name of Group__________________________________________________________________ 
 
 
Address________________________________________________________________________ 
 
 
Phone Number (s)________________________________________________________________ 
 
 
Contact Person__________________________________________________________________ 
 
 
Email Address___________________________________________________________________ 
 
 
Date & Time of meeting event_______________________________________________________ 
 
 
Purpose of Meeting_______________________________________________________________ 
 
 
Number of people in attendance_____________________________________________________ 
 
 
In order to use the room, the Town requires a certificate of insurance of general liability naming the 
Town of Arundel as an insured party. A service provided to the Town of Arundel by the Maine 
Municipal Association provides Liability Insurance to those groups looking to utilize the meeting room. 
 

 
Date______________________   Signature_____________________________________________ 
 
                                   
                                                       Print Name___________________________________________ 
 
 
                                                       Title_________________________________________________ 
 
 
Accepted by the Town of Arundel 
 
 
Date_______________________    Signature____________________________________________ 
 
 
                                                          Title________________________________________________ 


