Pell City Center

Kathy McCoy, Executive Director

Phone: (205) 338-1974

Fax: (205) 338-1974
kathy@pellcitycenter.com

School Event Registration Sheet

Name of event:__________________   Circle one:__Theater / Gymnasium__

Date(s):________________________   Contact:_______________________






        Cell Number: ___________________


Time(s):________________________   Principal Signature:______________

Comments:

_______________________________________________________________________________________________________________________________________________________________________________________

Procedures
Event Registration

· Contact Kathy McCoy, Director, to schedule date and resources.

338-1974

Event registration forms must be completed for each event and can be picked up at the Center office (next to the Center) on Tuesday, Wednesday, Thursday, or Friday from 10-3 p.m.  Forms must be signed by the event sponsor and may be faxed to 338-1974: attention Kathy McCoy.

School Events

· An approved technician must be used for all events scheduled in the Pell City Center.  The facility must be cleaned after each event.

Events held after school:

Hosting school is responsible for paying for technical support and cleaning fees for each event.  The fees for these services are to be coordinated through Kathy McCoy.

Events held during school:

Schools hosting events for fundraisers or where tickets are sold will be responsible for paying for technical support and cleaning fees for those events.  These services are to be coordinated through Kathy McCoy.

Events during the day & free to students:

Each school will need to contact Stacey Weaver to schedule a technician for the event.  This must be done at least two weeks in advance.  Cleaning may be done by the hosting school’s custodian, if the principal agrees to cover any cost.

