
TOWN OF RIVER BEND 

BUILDING USE POLICY  

 
As a service to the community, the town’s meeting rooms may be made available on an equitable 

basis for the lawful activities of groups or individuals. Approval by the town to use its facilities does 

not constitute official endorsement of the event nor of the beliefs, viewpoints, policies or affiliation 

of its sponsors. The meeting rooms shall not be used for any purpose that is not a permitted use in the 

town’s zoning regulations.      

 

(I) WHO MAY USE THE MEETING ROOM/FACILITY. The town’s meeting rooms may be 

reserved for activities by the following. These are examples and it is not an all-inclusive list.   

 

a. Individuals   

b. Groups officially affiliated with the Town of River Bend     

c. Other agencies that are affiliated with local, state or federal governments      

d. Legally established organizations, non-profits and civic groups such as Boy Scouts of  

    America, Girl Scouts of the USA, Lions Club, Rotary Club, Shriners, etc. 

e. Private organizations such as home owners associations, political party organizations and 

   other private groups                  

                       

The person who signs the meeting room request form will be recognized as the sponsor of the event 

and shall be the person who is responsible for compliance with this policy.     

 

(II) HOURS. The hours the Meeting Room may be used are: 

 

Monday through Friday 8:30 a.m. to 10:00 p.m. 

Saturday   8:30 a.m. to 10:00 p.m. 

Sunday              11:00 a.m.to   7:00 p.m. 

 

(III) RESERVATIONS. Requests for the use of the room must be submitted to the town 

during normal town office hours. Reservations are not official until confirmed by the town. Adult 

supervision and responsibility are required for events involving children/minors. The sponsor is 

required to notify the town immediately of any cancellations. Official meetings of the town 

government and its boards and commissions have first priority and take precedence over all other 

activities. Any conflict in scheduling shall be resolved in the town’s favor. Non-town affiliated 

groups/individuals are prohibited from reserving the room/facility on a long-term basis, which is 

defined as: more than once per week or any usage during more than twelve consecutive months. All 

long-term reservations must be renewed each calendar year on a first-come basis. 

 

        a. The town reserves the right to assign/change room reservations, based on the number of     

              attendees at the function, when rooms are being used simultaneously.  

        b. Use of the kitchen will be granted by reservation only. No town supplies may be used without  

            permission.                                              

        c. Rental fees are assessed per room. If you reserve multiple rooms, you are charged per room.   

        d. The Municipal Building is the primary location for all meetings. The large meeting room in   

            Town Hall is available for usage but only in very limited circumstances.   

 



(IV) RESPONSIBILITIES OF THE SPONSOR. Activities must begin and end in a timely 

manner to allow for setup, cleanup and restoration of the room within the time allotted. The sponsor 

is responsible for setting up the room for the use for which it is intended and for cleaning and 

restoring it to its original configuration upon completion of the meeting. The sponsor is responsible 

for disposal of any/all trash generated during the function. The sponsor assumes all responsibility for 

any damage caused to town’s facilities and equipment during their usage of the facility. Any damage 

must be reported immediately to the town. If the meeting begins or ends outside of normal town 

office hours, the sponsor is responsible for arranging opening and closing, including locking the 

building once all participants have vacated the building. This can be done by notifying the police 

officer on duty by calling 252-638-1108. 

 

(V) PROHIBITIONS.  
 

             a. Smoking of any kind (tobacco or e-cigarettes) 

             b. Open flames of any kind, except those specifically designed for and used to warm               

                  prepared food pans, such as those typically used by caterers       

              c. Alcoholic beverages  

             d. Cooking (does not include simply warming foods that are cooked elsewhere)          

             e. Animals        

             f. Any unlawful activity   

             g. Painting** 

 

** the painting prohibition does not apply to official town organizations and/or events                 

 

Events that include the serving of food/drinks are allowed. However, any foods that require 

cooking shall be cooked elsewhere prior to being used in the town’s facilities. Activities that 

involve more than normal wear and tear on the meeting room facility, generate excessive noise 

or are disruptive to the conduct of town business may not be permitted.              

             

(VI) RENTAL FEES.    
 

 $  40.00 fee for room use up to four hours in a single day   

 $  80.00 fee for room use more than four hours in a single day.   

 $  20.00* fee for kitchen use     

 

*Uses that are eligible for room use exemption are exempt from kitchen use fee 

 

   a. Meetings organized by the Town of River Bend, its advisory boards, town-sponsored 

organizations or town authorized meetings of other local, state or federal governments are 

exempt from rental fees. Local chapters, that serve the Craven County area, of legally established  

organizations, non-profits, and civic groups such as Boys Scouts of America, Girls Scouts of the 

USA, Lions Club, Rotary Club, Shriners, etc. may also be exempted from rental fees. Groups 

such as these may be considered for exemption from the rental fees by requesting a waiver from 

the Town Manager, using the form provided by the Town.  

 

       b. In addition to the exemption examples stated in VI (a), any meeting/function/activity that 

is fully open to the public, allows full public participation and does not require an attendee to be 



a member of the group, pay an admission fee, own property to be eligible to participate or vote  

or assesses any type of participation/membership dues or fees may be eligible for exemption.  

        

       c. Any meetings/function/activity that is not eligible for exemption based on VI (a)(b) and 

restricts public attendance and/or participation based on membership, ownership, assessment of 

fees or in any other manner, or is a private function, is not exempt from the rental fees.             

     

 

(VII) DEPOSIT. 

                 

Any event conducted by non-officially town affiliated groups that includes the serving of food 

and/or beverages of any kind or any craft activity requires the pre-payment of a $100 deposit. 

The deposit may be fully returned to the sponsor following an inspection by the town, provided 

that the facility was not damaged during the event. Any damages caused during the event, as 

solely determined by town, shall be assessed to the sponsor and deducted from the deposit. If the 

damages exceed the amount of the deposit, the sponsor shall be responsible for any additional 

payment necessary to repair the damages to the town’s satisfaction. Failure to pay for any 

damages shall result in legal action against the sponsor and possible prohibition of future use of 

the facility by the sponsor/individual/group.                 
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