
Private/ Non-Profit Organization Name:

Date to be used: Hours From: Hours To:

Those wishing to reserve the Community Center must observe the  following requirements: 
  
 1. Renter is responsible for picking up the key by 4:00 pm the day before the rental date. 
     For weekend rentals, the key must be picked up before 4:00 pm on Friday. 
 2. The renter will be held liable for costs of any damages or lost equipment. 
 3. It is the responsibility of the renter to ensure that lights are off, doors are locked and key 
     is returned. 
 4. It is the responsibility of the function to move the tables and chairs as desired and return  
     to the original arrangement. *DO NOT MOVE EQUIPMENT* 
 5. No smoking in the building. 
 6. Fee for Center: 
     - Non-Profit Organization $10.00 
     - Private Organization $50.00 
  
NOTE: You will be required to leave a check in the amount of $50.00 as a cleaning deposit.  
This check will not be cashed and will be returned to you after inspection of the premises.  
  
I have read and will abide by the above requirements. I understand that failure to comply with the  
guidelines is cause for denial of future meeting room use. I also agree to be personally liable for any 
damage or clean up expense not satisfied by the sponsor.

Signed By 
Phone Number

Address: City: State:

OFFICE USE ONLY
 Cash  Check Check Number Amount $Center Fee:

Date Received Receipt Number Received By (Initials)

Deposit Fee:  Cash  Check Check Number Amount $

Date Received Date Returned Returned To (Initials)

DEPOSIT NOT RETURNED DUE TO:
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OFFICE USE ONLY
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