HOW TO RESERVE YOUR COMMUNITY CENTER

Your community is meant to be enjoyed; a place where celebrations happen and
connections grow every day. Your Board of Directors establish the guidelines
for use, but here are the general procedures for making reservations for your
community center, event room or other gathering place.

Home  Evenis Calendar  Schedule Event Room

Please view the rooms below and select a room to view schedule and book.

¢ Go to www.blackstoneAM.com
¢ Click “My Blackstone”

¢ Select “Reservations” tab.

PLEASE NOTE:
Your reservations web page may have
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EVENTS CALENDAR

Please double-click on any event to view more details.

. Click “VIEW SCHEDULE & BOOK”
to access the calendar. Select the date
and complete the reservation request.
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Actual Start Time | Please Select M

2 n Actual End Time | Please Select -

Association Member Name

Association Member

o w Address

Day Time Phona

Evening Phone

Email Address

Number of Attendoes |0 %

Wil there bu a DJ or Band? O vex O No.

Your Reservations portal is totally
customized, based on the guidelines
your directors establish. The calendar
displays up-to-date bookings so there’s no
question about the availability of a certain
amenity or space.

Is Alcohol Served? ) ves ) Ne

Are Majority Teens? ) Yes O N

Security Hours Required |0

Wil security be needed for Lhis event? If there will be-a DJ, Band, Alcohol or a majorly of teens, securlty
s raquirad. How many hours of security sre nesded? The minimum number of hours is 4.

Signature

Rental Tarms Clck hers for Rental Terms & Canilons.
Ihave read and undersland the rentsl terms and agreement.

Agres to Rental Terms [

Refund Tarms ! #9ree that s ssuad, it will be lasusd Membar oaly, il be
made

Agree to Refund Terms [

The online form is clear and easy to use. All
features are optimized to view perfectly from
desktop to mobile.
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HOW TO RESERVE YOUR COMMUNITY CENTER

After submitting your reservation request, you will receive
an email to let you know it was received.

. Your request will remain pending upon approval. Approval,
denial or a request for more information may take extra
time, based on your community’s rental space guidelines. IMPORTANT!

If approved, you will receive an email with payment Payment MUST be received
instructions and link. within 7 days of your

. . . . . . . approval notice. Otherwise,
Pay directly via credit card (this option will your reservation will be

incur a small convenience fee for processing). automatically CANCELLED

* Pay via check at Blackstone Management and your requested time will
offices or through the US mail. > reopened for others.

* For this reason, payment
through standard US Mail is
NOT recommended.

Reservation Approval

Project Name: Gleneagles Neighborhood Room: Clubhouse
Association

Reservation GE Community meeting Booking ID: 05208125

Name:

Member Name: Forrest Baggarly

Event Start: 9/12/2016 1:00:00 AM Event End: 9/13/2016 11:45:00 PM
Actual Start: 9/12/2016 7:00:00 AM Actual End: 9/13/2016 9:00:00 PM
Description: Community Meeting #of 20
Attendees:
Alcohol: No DJ/Band: No Teens: No
Costs
Fixed Rate: $100.00 Deposit Amount: $400.00
Security Guard Cost; §140.00 Credit Card Fee: §32.00
Total Amount Due: $640.00 Total Amount Due (With CC $672.00
Fee):
Payment Status: Paid

‘ Following payment, you will receive a final confirmation
via email. Blackstone Management will provide written
rules for use of the space and information about additional
coordination details.

. TWO DAYS before your event date, you will receive
instructions for picking up keys and other details pertaining
to your rental.
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