Payment Due Dates

Due Dates for Deposit & Rental Fees

Deposit

Your deposit is due the day your reservation is approved by our office. You will receive
ample emailed correspondence notifying you of approval, payment of your deposit, and
your final due date for your rental fees. The approval process is manually completed by staff.
If you submit a request during our business hours (M-F, 8:30 AM-4:30 PM), your request will
most likely be approved the same day, depending on request volume. All requests
submitted over the weekend or on observed holidays will be received the following business
day. Your deposit MUST be paid in order to hold your date. If the deposit is not paid promptly,
the date will be released.

Rental Fee

Your rental fee is due by 10 days prior to your event date (or first event date if multiple days
have been reserved). Yourrental fee is due on the final due date posted on your invoice. If
the rent payment is not made within the 10-day period, your reservation will be removed
from the venue calendar and considered a cancellation. Any funds put down will be
forfeited.

Customer Invoice Date Due Date Invoice # Status Total
1/6/2026 10/14/2026 000

Information redacted for privacy.
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Acceptable Payment Methods

The following payment methods are accepted by the City of Covington Facilities
Department:

o Checks (personal and cashier)
« Money orders

e Cards

o We will not take card payments over the phone. You must log in to your
RecDesk account for this payment method. A 3% fee is charged on all card
payments for processing. This fee will not appear on your invoice.

We do not accept the following at this time:

« ACH
» Applications like PayPal, Venmo, Zelle, CashApp, etc.
« eChecks
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