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Proposal to Use Building
Please fill out this form if you propose to use either the old Lafayette library or the old doctor’s office at 949 Moraga Road.  This form should be viewed as a guide; feel free to amend or append this form with other or different information that better describes what you seek to accomplish. Please send your completed form to sfalk@lovelafayette.org.

Completed forms must be submitted by January 1, 2014.

	Organization
	

	Project Name 
	

	Requested By 
	

	Phone / Email
	


Which Building Do You Want to Use (Circle One or Both): 
Old Library


949 Moraga Road 
(Old Doctors Office)

Mission Statement of Your Organization

[State your organization's mission statement.]

How Will Your Organization Use the Building?
[Summarize the opportunity that your organization wants to explore]

Other Details:
	Proposed days and hours of operation.

	

	Minimum and maximum number of staff members in the building during operating hours
	

	Minimum and maximum number of patrons in the building at peak operating hour.
	

	Number of parking spaces required.


	

	Does your use require that permanent changes be made to the building?  If so, describe.

	

	For how many months / years would you expect to use the facility?  If perpetual, write “perpetual.”
	

	Will any chemicals be used for your operation, including cleaning materials?  If so, describe.
	

	Expected maximum noise level:
	


How Will the Community Benefit from Your Organization’s Use of the Space?
[Describe how the community will benefit}

Financial Projections:  Start Up Costs

Use the table below to describe the expected costs for your organization to occupy the building and begin operation, and your sources to fund the start-up.
	Uses
	 Amount

	Fixtures and Equipment
	 

	Remodeling
	 

	Special Equipment
	 

	Starting inventory
	 

	Public utilities fees
	 

	Legal and other professional fees
	 

	Licenses and permits
	 

	Advertising and promotion for opening
	 

	Cash Reserves
	 

	Other
	 

	Other
	

	Other
	

	     Subtotal Estimated Start Up Cost
	 

	 
	 

	Sources
	

	Describe source 
	

	Describe source 
	

	Describe source 
	

	     Subtotal Estimated Start Up Resources
	

	
	

	Net Startup Cost
	

	
	

	Expected Start Up Subsidy from City (if any)
	


Financial Projections:  Annual Operating Expenses and Revenues 

Use the table below to describe the expected costs for your organization to occupy the building and begin operation.

	Uses
	 Amount

	Salaries
	 

	Benefits
	 

	Rent Paid to City
	 

	Advertising
	 

	Supplies
	 

	Telephone
	 

	Other utilities
	 

	Insurance
	 

	Taxes, including social security
	

	Bank Loan Payments and Interest
	

	Maintenance
	 

	Legal and other professional fees
	 

	Miscellaneous
	

	Other (describe)
	

	Other (describe)
	

	Subtotal Uses
	

	
	

	Sources of Annual Revenue
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	[describe source]
	

	Subtotal Sources
	

	
	

	Net Annual Surplus or Deficit
	

	
	

	Expected Annual Subsidy from City (if any)
	


Floor Plan
Use one or both of the floor plans below to provide a rough sense of how the spaces will be used.
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