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Room Reservation Form 
 

                                           Small Room                               Large Room  

 
Resident Name: ________________________________________________________________________________ 

Property Address: ______________________________________________________________________________ 

Event Date: ____________________________    Event Type: ___________________________________________ 

Event Start Time: _____________________________  # of Hours: _______________________________________ 

Owner:                              Tenant:               Lease Expiration Date: ________________________________________ 

Email Address: _____________________________________      Phone #: _________________________________ 

Consumption and/or possession of alcohol drinks or beverages in the facility is 

prohibited. Failure to comply will result on total forfeit of your Room Deposit. 
 

All vendors providing a service at the event must submit proof of insurance. The Certificate of Liability Insurance 

(COI) must list the following under “Certificate Holder”:  

➢ Homeowners Association of Eagle Creek  

              Eagle Creek Development Corporation  

              10180 Eagle Creek Center Blvd.  

              Orlando, FL 32832 
 

Insurance Agent/Carrier: ________________________ Phone Number: ___________________________ 

* Reservation request must be submitted along with all supporting documentations and payments. Incomplete 

requests will not be placed on hold or approved. * Reservation maximum advance notice is 90 days. Minimum 

noticed required for reservations is 15 days from event date. 

 

# of Guests (estimate): _____ # of non-Resident guests (estimate): _____ # of Vehicles Expected (estimate): _____ 

 

If any scheduled use of the Recreation Facility by a Member will result in more than 50% of the parking spaces 

containing within the Recreation Center Lot (40 parking spaces) by non-resident guests, the Resident may be required 

by the Association to contract a parking shuttle service through the Association’s pre-approved vendors and arrange 

for off-site parking for their guests, at their own cost. The Resident and their guests assume the risk of off-site parking 

and will hold harmless the Released Parties from any claim related hereto.  

 

Will there be music: Yes ___  No ___      If Yes:  Band ____  DJ ____ Digital Music Player ____ Other _____                       

Will there be food served: Yes ___  No ___  

If Yes, provide name and phone number: ____________________________________________________________ 
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Conditions of Use 
 

1. The use and reservation of a meeting room is first come first basis and at your own risk. 

2. The HOA must receive a signed Waiver of Liability, Indemnity and Hold Harmless Agreement 

from the Eagle Creek Resident making the Room Reservation (Pages 9 - 14). Said Waiver of 

Liability, Indemnity and Hold Harmless Agreement will apply to all event attendees. 

3. The HOA conducts regular cleaning of the Amenity areas but makes no claims of additional 

sanitation or protection from COVID-19 or other dangers. The HOA reserves the right to close the 

Amenities if it, in its sole discretion, observes that the guidelines are not being followed. 

4. Rooms are for Reservations ONLY. Deposits and fees apply for all reservations as described in this 

form. Time must include set up and clean up. Reservations can only be made for the following 

times:   

a. Weekdays from 7:00 PM to 10:00 p.m. and Weekends from 9:00 a.m. to 10:00 p.m.  

5. In case of an emergency, injury or incident occurs at the Recreation Facilities, please call 911. 

6. Clean-up policy: at the conclusion of the scheduled event, the Resident shall clean the reserved 

facility in the following manner:  

a. Dispose of all trash, decorations and food items into the proper receptacles.  

b. Return all existing furniture to the position and condition in which it was found.  

c. Clean floors of all debris, including spilled drinks and food. Area must be left in a broom-

ready clean condition. 

d. Flush all toilets and pick up all event related debris.  

e. Clean all countertops and all non-wood table tops from all debris, including spilled drinks 

and food.  

f. Secure all exit doors to be sure they are locked.  

7. The Recreation Center and Meeting Rooms are for Residents and the invited guests use only. It is 

the Resident’s responsibility to supervise their guests at all times. Resident will be held responsible 

for the conduct of their guests.  

8. Music can be played at a low level as to not disturb the surrounding residences and other common 

area users. Music can be played only during an approved event through the Association. Resident 

must follow the guidelines for playing music in the Recreation Facilities. Any music available 

should stop at 10:00 p.m. in accordance with the start of the Orange County Noise Pollution Control 

Ordinance. 

9. Large inflatable items (moonwalks, slides, etc.) are not allowed.  

10. When decorating for event, no tracks or nails are allowed. It is preferred that painter’s tape is used 

to incur less damage to walls and preserve the paint. After the event, all tapes, marks on the walls, 

and decorations must be removed from the area during clean up. Any damage to the walls or paint 

will result in the Resident paying the Association the repair or repaint cost. Failure to honor the  
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obligation to pay the set forth expenses will result in disqualification of the Resident of the future 

use or reservations of the Recreation Facilities.  

11. If during the event the Resident notices any maintenance issues, then the Resident must report the 

issue to the Association Management Office immediately. Failure to do so will deem the Resident 

responsible to correct the issue.  

12. The heating and air conditioning systems shall be kept between 72 and 75 degrees during the 

summer months, and between 68 and 72 during the winter months. Any damage resulting from a 

Resident or their guests adjusting the air conditioning system too far will be charged to the Resident 

to repair or replace.  

13. Consumption and/or possession of alcohol drinks or beverages in the facility is prohibited. Failure 

to comply will result on total forfeit of your Room Deposit. 

14. All other general Rules and Regulations apply and must be followed. Additionally, any signage 

specific to the area of use must also be followed.  

15. Lobby and hallway doors will unlock at the event time. When the time block concludes, the doors 

will return to the locked position.  

16. If additional tables and chairs will be rented for the event, they must be picked up at the end of the 

event time. Storage of rental items or decorations will not be allowed at any time.  

17. Rooms cannot be rented on the following days and/or holiday weekends: 1st of January (New Year’s 

Day), Memorial Day, Juneteenth (June 19th), Independence Day (4th of July), Labor Day, 

Halloween (October 31st), Thanksgiving Day, the Friday after Thanksgiving Day, Christmas’ Eve 

(December 24th), Christmas Day (December 25th) and New Year’s Eve (December 31st). 

18. All Fees and Deposits must be payable to the Homeowner’s Association of Eagle Creek. The only 

forms of payment currently accepted are Check, Cashier’s Check or Money Order. Usage Fees can 

be combined in one check, deposit fee checks must be brought separately.  

19. The Set-Up presented in this document for both Small and Large rooms is final. If you choose to 

move the furniture, it must be returned to its original location. Movement of the tables will be at 

the Resident’s own risk. The Association and ECDC are not accountable for any injury that occurs. 

If any damages are incurred, fees will be taken from the deposit. 

20. CANCELLATION AND REFUNDS:  

Free cancellation 72 hours or more before event date. In the unfortunate event Resident should have 

to cancel the reservation less than 72 hours from the event date, the Cleaning Fee and Deposit Fee 

are refundable. Rental (Usage) Fee is non-refundable when cancellation is made 72 hours or 

less before event date.  
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Room Reservation Acknowledgement  
 

• The undersigned agrees on behalf of itself and its guests and invitees that the Association shall in no way be liable for 

any property damage, personal injury or death that may occur to any person while engaged in, connected with, or in 

attendance at the facility during Resident’s use thereof.  

• By signing this document, I acknowledge that I have voluntarily chosen to use the Recreation Facilities and participated 

in any activities related thereof, I assume all risks on my behalf and on behalf of my Consent Given Members, Junior 

Members, Children, Caregivers and my Guests (collectively the “related Parties”) in their and my use of the Recreation 

Facilities, and on behalf and myself and my Related Parties and their respective heirs, beneficiaries, dependents and 

personal representatives, I hereby release, indemnify and agree to hold harmless the Association, any buildings within 

Eagle Creek any management company retained by the Association or the Declarant and all the directors shareholders, 

members, board members, employees, staff, agents, and assigns of all the foregoing (collectively the “Released Parties”).  

• I understand and acknowledge that the Released Parties assume no liability of any kind whatsoever in connection with 

the use of the Recreation Facilities and they shall not be responsible for any damages which I or any party on whose 

behalf I have executed this document, which may result from such use, whether or not incidental or consequential of said 

use. The Recreation Facilities are being provided without any guarantee or warranty, including any warranty regarding 

merchantability or fitness for a particular purpose.   

• In any case where there will be a deduction taken from the Security Deposit or additional costs or expenses charged to 

the account of the Resident (or the homeowner in cases where the Resident is a Tenant), the management company will 

contact the Resident via email and provide an explanation which shall include, but not limited to: an amount(s), reason(s) 

and/or item(s) and/or infraction(s), at least ten days prior to returning any funds. The Resident shall have three (3) days 

to respond. No response from the Resident within the allowed time shall constitute agreement with the deductions. In 

cases of a response, the Association may or may not make an adjustment. All decisions regarding such adjustments or 

making no adjustment shall be at the sole discretion of the Association. Such charges will be treated as an individual 

Special Assessment to the Owner, as defined in the Declaration. It is the responsibility of the Owner to obtain 

reimbursement from their tenant when this is applicable.  

• The undersigned further agrees that undersigned shall be solely responsible for the conduct of itself and those associated 

with it, including any spectators and that the undersigned hereby acknowledges and agrees to strictly adhere to and abide 

by the rules and policies duly established by the Association regarding the use of the Recreation Facilities, a copy of 

which the undersigned hereby acknowledges receipt. The undersigned hereby agrees and acknowledges that any failure 

to adhere and obey the rules and policies set forth shall be adequate reason to deny any further use, including canceling 

any unused portion of any current reservation.  

• If I or any Related Parties causes any damage to the Recreation Facilities, I acknowledge that the Resident/Owner is 

jointly and severally liable with the person causing such damages. The Association including attorney’s fees and costs, 

and such expense shall be treated as an individual Special Assessment (as defined in the Declaration), such to and 

collectible via lien rights.  

• Resident is responsible to add each guest to their ISN Resident Guest List. Persons who are not on the Resident’s 

guest list will not be granted access to the Community.    

 

I, We, (circle We if husband and wife) as Resident, hereby acknowledge I have received a copy of the Homeowners 

Association of Eagle Creek Board of Directors Policies and Procedures for Eagle Creek Recreation Center Meeting Rooms 

and Pavilion Use and I, We (circle one) understand them and agree to them and abide by them in total.  

 

_______________________________________________________    ___________________________________________ 

Signature of Resident                                                                               Date 
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CATERING PREP KITCHEN AREA RULES 
 

1) Please be aware that the Catering Prep Kitchen Area is not for exclusive use as it is also used by the 

Eagle Creek employees as a break room. As a shared space, the refrigerator and microwave should always 

be available and accessible for employee use, including during rental period. 

 

2) It is the responsibility of the renter to provide any cleaning supplies and detergents needed. This includes 

but is not limited to: dish soap, trash bags, towels, broom, mop, bucket, etc.  

 

3) Catering Prep Kitchen Area Clean-Up Policy: at the end of the scheduled event, the Resident shall clean 

the facility in the following manner:  

 

a. Dispose of all trash, decorations and food items into the proper receptacles. The dumpster is 

located at the Rec Center Parking, near the tennis courts.  

 

b. Return all existing furniture to the position and condition in which it was found.  

 

c. Remove all resident party items from fridge/freezer.                           

 

d. Clean floors of all debris, including spilled drinks and food. Area must be left in broom clean 

condition. 

 

e. Wipe down all countertops and all non-wood table tops surfaces with soap and water.  

 

f. Secure all exit doors to be sure they are locked.  

 

4) This area is under video surveillance. Failure to comply with rules or improper use of the area may result 

on partial or total forfeit of your Room Deposit. 

 

5) If during your event you encounter failure of plumbing, electrical systems, etc., please contact the 

afterhours emergency number at (407) 454-0901. 

 

Consumption and/or possession of alcohol drinks or beverages in the facility is 

prohibited. Failure to comply will result on total forfeit of your Room Deposit. 
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Party Cleaning Checklist 
 

Because you have rented the room for a private event, it is very important that you make sure that the impact to your fellow 

residents is minor. The areas that were affected by your guests should be left in the same condition as it was when you 

arrived.  

 

If you find the room was not up to standards, please email eaglecreekadmin@community-mgmt.com. We may then assess 

the appropriate fees to the prior member who rented the facilities and take in from their room deposit.  

 

The following areas will need to be addressed prior to you leaving the Recreation Center at the end of your event. 

 

Meeting Room:  

➢ Remove all decorations and tape 

➢ All rented equipment, chairs, tables and decorations must be picked up or removed from the Recreation Center 

➢ Floor clear of debris 

➢ All filled garbage bags must be securely tied and placed next to the kitchen trash can. 

➢ Tables and chairs returned to their original position  

➢ Windows/Door clear and clean of hand prints and debris 

 

Catering Prep Kitchen Area:                                                       Lobby:      

➢ All party items removed from fridge/freezer                           * Free of spill and debris 

➢ All counter tops wiped down                                                   * Windows/doors clear and clean of hand prints/debris   

➢ Debris removed from sink                                                        

➢ Floor cleared of spills and debris 

 

Bathroom Areas:                                                                            If during your event you encounter failure of plumbing,                                                                                                  

➢ Free of spills and debris                                                           electrical systems, etc., please contact the Maintenance   

➢ Toilets flushed                                                                         Emergency number at (407) 454-0901. 

➢ Counter tops clean of debris  

 

By signing, you will agree and comply with the above stated cleaning procedures.  

 

__________________________________________________              ___________________________________________ 

Signature                                                                                                   Date  
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Business Purposes Appendix*  

No member (resident) may use the Recreation Facilities for any public or private 

club, society, party, religious, political, charitable, fraternal, civil, fund-raising or 

other purposes without the prior written consent of the Association, which consent 

may be withheld for any reason.  

Any person, group or otherwise that may be covered by the paragraph above that 

desires to use the Recreation Facilities must register with the Association. The 

Association reserves the right to require the use of a specific location in the 

Recreation Facilities and/or a fee for use of the facilities, and to promulgate rules 

and regulations as necessary related to the to business activity in the Recreation 

Facilities. 

Activities are intended as a means of program preservation and an opportunity to 

showcase club talents. There is no intent to provide a forum where individuals 

might foster a business operation in Association facilities, or otherwise use the 

Recreation Facilities for personal monetary gain, even if charitable or not for profit 

motivations. Any business wishing to use our facilities will be terminated on a case 

by case basis.  

 

* Section 5.4 (Business Purposes) of the Homeowners Association of Eagle Creek 

Policy Handbook. 
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SIGNATURE: _____________________________________   DATE: ____________________________________

NAME:  __________________________________________   ADDRESS: ___________________________
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