
  
  

Room Booking and Procedures: 
1. Room identification: 

a. The Multipurpose Room (MPR) is on the second floor of the Bob Lamb Building, room BL-246. 
Space is available between 5pm and 10pm for use as a boardroom, meeting space, small events 
& gatherings, or as dance or performance practice area for cultural groups only.  

b. Cultural groups requesting use of the MPR must be paying and active members of the MCA 

Membership. 
c. The MCA space is free for our member groups to use if they are in good standing with the 

Association. Annual membership must be paid and up to date. Further, if a group has misused 
the space in the past, permission to use of the space may be restricted or taken away entirely. 

d. Use of the room must be related to cultural purposes. 
e. The MPR is not to be used for personal purposes (i.e. birthday parties, baby showers, etc.) 
f. A damage deposit of $100 must be paid at the time of booking. Payments can be made by cash 

or cheque only.  
2. Seating Plan 

a. Please refer to the seating plan and table arrangement. This is how the rooms will normally be 
set up. You are permitted to set the room up as you please, however please return it to its 
original set up when you are done. 

3. Equipment 
a. Please specify if you require any AV equipment, a white board, a flip chart, etc. Ensure all AV 

equipment is used appropriately and turned off and put away after use.  
4. Cleanliness 

a. Any and all garbage, leftover food and drink, and décor/material, etc. must be removed from 
the space when you leave. All surfaces must be cleaned. Items left behind will be held for a 
maximum of 3 weeks.  

 
To make a reservation or to get more information: 
Call the MCA office at 780-791-5186 or email admin@multiculturefm.org. Only member groups in good 
standing with the Association may use the space. All booking requests must be made in writing by completing 
the request form and submitting it to admin@multiculturefm.org. Reservations are taken on a first come first 
serve basis and are dependent on availability. Unfortunately, we may not be able to accommodate every 
request. Your request will be confirmed through email. If you do not receive confirmation the space has not 
been booked and you must contact the MCA for additional information. All requests and cancellations should 
be made at least 24 hours in advance. 
 
Check-in and Check-out Procedures 
A designated group representative must contact the MCA before arrival and before leaving if the meeting is 
during regular business hours. The check-in process includes orientation to the procedures and review of 
building logistics. If scheduling a booking outside of regular business hours, it is the designated group 
representative’s responsibility to contact the MCA to schedule orientation, during regular business hours. If 
the room is locked at the time of arrival, the group representative can call 780-791-4911. 
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The check-out process ensures that the space will be ready for use by other groups. The damage deposit will 
not be returned if space is not returned to its original condition. 
 
The group is responsible for cleaning the meeting room after the event and leaving it ready for the next 
group. Details are in the checkout procedure provided separately. The MCA will check the space after the 
group leaves. The group representative must ensure the room is locked before leaving.  
 
Damage/Loss 
The undersigned group and/or representative will be liable for any damage or loss to the room, property, 
equipment, etc. Any fees associated with repairing damage or replacing lost items will be charged to the 
undersigned.   
 
Food & Music 
Groups may bring food for their events. Food can be placed in the fridge for distribution. Any and all food 
leftover must be taken with you when you leave. Do not leave any leftovers in the fridge or on the counters. 
If you use any appliances, cutlery, or dishes they must be properly cleaned, dried, and put back in their 
place. All music must be kept to a noise level that does not carry into the hallway or other work areas of the 
building. If the music is too loud you may be asked to turn it down or to turn it off.  
 
Decorations 
Push pins and tacks are not permitted due to damage it causes to the walls. Any damages to walls, floor, 
tables, or countertops will result in additional charges. Flip chart paper etc. can be posted to the walls using 
masking tape or green painters tape.  
 
Cancellations & Date/Time Changes 
Groups must notify the MCA of any and all changes to the use of the space including time changes, date 
changes, cancellations, etc. at least 48 hours prior to the booking. Failure to do so may result in permission to 
use the space being revoked or restricted. 
 
I have read and understood the above terms and conditions of using the Multicultural Association of Wood 
Buffalo’s facility. I agree to use the space in accordance with the above terms and conditions and I understand 
that failure to comply with these terms and conditions may mean I am charged penalties and/or future 
restrictions on my use of the space. 
 
            
Group/Organization     Representative (please print) 
 
            
Date       Signature 



 
 

Room Booking Request 
 

Organization’s Information 

Group/Organization Name: 

Contact Person: 

Phone 1:                                                   Phone 2: 

E-Mail : 

 

Date Start Time End Time Purpose 
No of 

People 

     

     

     

     

     

     

 
Equipment Request: 
□ Tables (#needed: ) □ Chairs (#needed:___)  □ Flip Charts □ Projector   □ Laptop 
 
General Waiver of Liability 
I and all participants of my meeting/event/program waive any and all claims we may now and in the future have 
against, and release from all liability and agree not to hold liable, the Multicultural Association of Wood Buffalo and 
its officers, employees, agents and representatives (collectively "its staff") or for any personal injury, death, 
property damage or loss sustained by me or my participants as a result of our renting any part of the premises 
known as the MCA offices (located at BL246-8015 Franklin Ave, Bob Lamb Building, Keyano College) at any time 
due to any cause whatsoever, including, without limitation, negligence on the part of the Multicultural Association 
of Wood Buffalo or its staff.  

 
_____________________________  _____________________________ 
Name of Group     Authorized Representative   
 
_____________________________  _____________________________ 
Date      Signature 
 

Please sign and return to the MCA office 
242-8015 Franklin Ave., Bob Lamb Bldg., Fort McMurray, Alberta, T9H 2H7 

admin@multiculturefm.org 
T (780)791-5186  F (780)791-5189 

For Office Use Only 

Date Received:    

□ Booking Confirmed 
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