RENTAL AGREEMENT FOR THE TOWN HALL
1600 BREEZEWOOD LANE
TOWN OF NEENAH, WISCONSIN

Date of Event:_________________ Start Time:______________  End Time:______________
Unlock Doors at:________________ 
Purpose for the rental:____________________________
Approximate number of people in attendance: ____________________________
Maximum capacity is 60 people.


Renter:
Name:_____________________________________________
Address:___________________________________________
City, State, Zip:______________________________________
Telephone #:________________________________________
Email______________________________________________


	Town of Neenah Resident				Non-Town Resident
	$150.00 Half Day Rental (5 hours)			$175.00  Half Day Rental (5 hours)
	$225.00 Full Day Rental 					$250.00 Full Day Rental
	$100.00 Security Deposit					$100.00 Security Deposit

Payment Method:
__________Cash  	__________Check      Ch#____________       Amt. Paid _________

Town Clerk: __________________________________________

TOWN OF NEENAH 
RENTAL POLICIES & REGULATIONS


· TOWN HALL USE: The Town Hall cannot be used for gatherings/activities that knowingly promote discriminatory/harassing behavior, derogatory to any individual/group, or be obscene/pornographic in nature, or for any other purpose that is illegal or against Town of Neenah ordinances.
· TOWN HALL HOURS: The Town Hall is available for rental between the hours of 9:00AM-10:00PM. Premises must be cleaned and vacated by 10:00PM or the ending time stated in this rental agreement. It is important to allow for set-up and clean-up time when deciding your hours of usage because the rental fee is based on your total time in the Room. The renter will forfeit their deposit if they are found to be at the facility other than during their scheduled time.

· RENTAL FEES: The Town Hall rental fee (non-refundable) is $150.00 Half Day Rental (5 Hours) Resident. $225.00 Full Day Rental for Town Resident. 
	$175.00 Half Day Rental (5 Hours) Non-Resident. $250.00 Full Day Rental Non-Resident. 
· RESERVATION/DAMAGE DEPOSIT: A $100.00 security deposit will be required to reserve The Town Hall. The deposit will be charged to all groups renting the facility for keys, equipment, damage, and/or clean-up costs and will be refunded after the facility and/or equipment has been inspected by office staff and found in good condition, with policies followed. A $25.00 fee will be assessed for lost or damaged access cards.

· FALSE FIRE ALARM: In the event that someone in your rental party falsely pulls the fire alarm, a fee (approximately $100) will be charged to the person in charge of the rental..

· ACCESS CARD: The person in charge of the rental will be issued an access card to the main entrance. The card may be picked up within two days of the rental date at the Town Hall Office and should be left at the Town Hall in the drop box after clean up is finished.
· DECORATING INFORMATION: ABSOLUTELY NO TAPE IS TO BE USED ON ANY WALLS WHEN DECORATING!!  Nails, tacks, staples, and screws are prohibited.
· SET UP, CLEAN UP, & DAMAGE POLICY: The renter is required to set up and take down all tables, chairs, and personal equipment (unless prior arrangements are made with the office staff). The renter is responsible for cleaning the kitchen and all areas utilized, including wiping off tables & chairs, sweeping, taking care of spills, taking garbage and recyclables with you, and removing all decorations, personal equipment, etc. The facility is expected to be left in the same condition the renter found it. It is the applicant's responsibility to inspect the area upon arrival and immediately report any problems. The renter will be held responsible and billed for any clean-up, losses, or damages. Cleaning to be billed at $50.00 per hour. In the event damages are done to the Town property exceeding the amount of the security deposit, the TOWN reserves the right to charge the RENTER for the additional expenses.  The Town of Neenah is not responsible for any equipment or other items left at the Community Room. Removal of Town property from the facility is prohibited.

· SMOKING AND ALCOHOLIC BEVERAGE POLICY: Smoking is prohibited inside the building at all times. Alcoholic beverages is permitted. – SALE OF ALCOHOL IS PROHIBITED. 

· FIRE STATION: This is a working Fire Station; the marked NO Parking Areas must remain open for access for emergency equipment to leave if called.


· AV SYSTEM: The use of audiovisual equipment is strictly prohibited unless approved by the Town Clerk. 

· SALES: No person shall vend, sell, or offer for sale any food, beverage, or other commodity or article.

PLEASE, IF YOU HAVE QUESTIONS CONCERNING ANYTHING ADDRESSED IN THIS CONTRACT, CONTACT THE Town of Neenah at 920-725-0916.

WEEKEND ON-CALL CELL NUMBER: (920) 850-6321

Please sign and complete the RENTAL AGREEMENT. Retain one copy for your records, return one copy to: Town of Neenah, 1600 Breezewood Lane, Neenah, WI 54956

Rental of the Town Hall includes the following:
6 – White Folding Leg Tables 6’ X 30”
9 – Tables on wheels that lock 5’ X 24”
60 – Gray Chairs
Full-size refrigerator with freezer (no ice maker)
Sink, microwave
Vacuum, broom, and dust pan

Not included:
Dish towels
Paper towels






SIGNED:_______________________________________, RENTER
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