This Document Will Be Deprecated! ;)

See: https://omnicommons.org/wiki/Responsibilibuddy

Prior to the event:

1.

Coordinate with the event organizer to ensure there are no conflicts on the Omni’s
calendar or concerns among Omni members about the event. Work with the potential
renter and members of the Omni to resolve any scheduling conflicts or concerns.

Share the Omni’s rental policy and pricing guidelines with the event organizer. Work with
them to determine a rental rate that is fair and reasonable for all parties.

Communicate the Omni’s expectations for preparation of and behavior in the space (i.e.,
safer space policy) to the event organizer, as well as responsibilities for cleanup and
trash disposal after the event.
https://omnicommons.org/occupy/omni-ballroom-prep-and-cleaning-responsibilities-quid
el

deprecates:
https://docs.google.com/document/d/1blgn85lualvm4W5NJgCi7YySakODACBbyZKs- -V

[Owl/edit

Share the Omni’s rental contract (found here:
https://drive.google.com/drive/u/0/#folders/0ByjR12L 1MECAEILYVd5WXYyNDg/0B-AL9
5NII75gVFIQakRPRWZZNVKk) with the event organizer and ask them to return a signed
copy, as well as a 50% deposit for the rental fee, prior to the event. Checks should be
made to the Omni Oakland Commons.

If necessary, schedule time to meet with the event organizer to show them the space
and discuss any concerns prior to the event.

Update the event rentals tracking spreadsheet that is used for invoicing:
https://docs.google.com/spreadsheets/d/1BXXNRMsfXNS93sUfToc 0iUwktK31EBUpnh6
hVEwiVM/edit#gid=0

During the event:

1.
2.

Be present for the event to answer any questions and ensure everything runs smoothly.
If not already done, collect the signed rental agreement and remaining rental fee from
the event organizer.

Make sure the space is clean and excessive trash has been taken away after the event.
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After the event:
1. Return signed rental agreement and rental fee to Omni’s CFO, or in the mailbox nearest
the associated office.
2. Thank the event organizer for hosting their event at the Omni.
3. Communicate any feedback on the event or your experience as bottom-liner to the
Commons working group. This is all an experiment! We will continue to change and
improve the process as we learn from our mistakes.

For Ballroom events, print out and/or point people to this guide for prepping & cleaning.



https://omnicommons.org/occupy/guide-for-the-ballroom/
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