
MEETING ROOM RENTAL REQUEST FORM  
City of Savage | 6000 McColl Drive, Savage, MN 55378 | Office: 952-882-2660 | Fax: 952-882-2656 
Email: comments@savagemn.gov | Rental hours are 6:00 a.m. to 11:00 p.m. 

 
RENTAL RATES Monday - Thursday Friday - Sunday & Holidays 

Must be a Savage resident or business $25/per 4 hr. (+ $2.09) $50/per 4 hr. (+ $4.18) 

APPLICANT INFORMATION 
  

Name of Applicant 
  

 
 
 
 

 

Phone No. Email 
 

MEETING ROOM INFORMATION   

  Marion/Marietta Room* 
Capacity: 60 people/additional chairs by special request) 

  Oxford Room 
Capacity: 12 people/12 chairs 

  McHenry Room 
Capacity: 10 people/10 chairs 

* Per the Meeting Room Usage and Rental Policy, a $25 fee (+tax), per 4 hour block Monday-Thursday, or $50 fee (+tax), per 4 hour block 
Friday-Sunday and Holidays, will be charged when reserving the Marion/Marietta Room. A $5 fee will be applied for cancellations. 

 
Date Requested Day of the Week 

Number of Guests Start Time End Time 
 

 
Date Requested Day of the Week 

Number of Guests Start Time End Time 
 

Date Requested Day of the Week 

Number of Guests Start Time End Time 
 

 
Signature of Applicant Date 

 

 

  Approved   Denied   Fee Applicable   Refund Issued Amount Paid $ 
 

Updated 04/2025 Continued > 

Organization Name 

Meeting Purpose 

Address 
 

 

APPLICANT – Please review the Meeting Room Usage and Rental Policy and Indemnification Agreement on the reverse side of this form. 
The reserving party shall hold harmless, defend and indemnify the City of Savage, its officer, agents and employees from and against for any 

 
All activities are monitored by security cameras and reviewed, inside and outside the reserved meeting room. 
The person reserving the meeting space is responsible for supervising the activity and those participating. 
Events are restricted to the meeting space that has been reserved. Hallways are NOT considered meeting space and are to be used only 
to access the restrooms. 
Name of applicant takes full responsibility for any damages to equipment or to the facility during use of the meeting room and may lose 
all privileges. 

I have read and agree to abide by the Meeting Room Usage Policy and the Indemnification Agreement. 

OFFICE USE ONLY FINANCE ACCT CODE: 101-9106-3622 

 

mailto:comments@savagemn.gov


 
 

Marion/Marietta Room – Oxford Room – McHenry Room 
• The person renting the meeting space is responsible for supervising the activity and those participating. If you are reserving 

on behalf of an organization or another person, the name on the rental agreement is the responsible party. The applicant shall 
notify City staff immediately of cancellation. A cancellation fee may apply. 

• Events are restricted to the meeting space that has been reserved. Hallways are NOT considered meeting space and are to be 
used only to access the restrooms. 

• The meeting rooms may not be used to sell products or services. 

• The use of glitter, stickers, glue, and paint is not permitted in rental space unless express permission is granted prior to use. 

• If a question is raised as to the purpose or activity of any organization requesting use of the room, the City Administrator shall 
make the decision of whether to allow the activity. 

• Users may not store equipment at City Hall unless prior arrangements have been made. In any case, the City does not assume 
responsibility for any equipment left on the premises. 

• Gambling, smoking, and liquor consumption are prohibited on City Hall property. 

• No weapons or “look-a-like” weapon shall be brought on City property with the exception of authorized police personnel. 

• Any damage or breakage should be reported to the City of Savage Administration Department at 952-882-2660 immediately 
following the meeting. All repair costs are incurred by the responsible party using the facility. 

• The City assumes no liability for loss, damage, injury, or illness incurred by the users of the facility. 

• The renter and affiliates indemnify the City against any and all liability arising as a result of use of the building. 

 
Marion/Marietta Room 

• Furniture in the Marion/Marietta Room may be rearranged; however, the room must be returned to its original arrangement 
upon leaving. For your reference, a diagram is located in the kitchen area. 

• Extra chairs and tables, located in the closet, may be used. Please return to closet when finished. 

• A kitchen area is available for use in the Marion/Marietta Room. The group renting the meeting room is responsible for cleaning 
the kitchen after use, including the microwave, oven, and refrigerator if used. 

• Trash must be removed upon departure. A large trash container is located in the small alcove outside of the Marion/Marietta 
Room adjacent to the brick wall. 

• Failure to observe any and all regulations shall result in the loss of meeting room privileges by the person or group. 

 
Eligibility 
The City of Savage is a public institution that has meeting room facilities available to Savage residents, groups and/or businesses on 
a first-come, first-served basis. City-sponsored events will be given priority and may, on occasion, preempt previously scheduled 
events. See policy regarding fees. 

 
City of Savage Indemnification Agreement 

In consideration of the use of public grounds and the granting of a permit for the purposes set forth in this application, the applicant 
agrees to defend, indemnify, and hold harmless the City of Savage, its officers, agents, and employees against any and all claims, 
suits, actions, debts, losses, damages, costs, charges, including but not limited to claims for personal injury, death and/or property 
damage arising from related to or caused by any act of negligence, either active or passive, on the part of the applicant in the 
applicant’s use of the public property specified in the application. 

MEETING ROOM USAGE AND RENTAL POLICY 
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