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	HUNTSBURG COMMUNITY CENTER
BANQUET ROOM RENTAL FORM



1. USE OF FACILITY
The Huntsburg Township Board of Trustees may lease the Huntsburg Community Center, located at 12406 Madison Road, for private parties, fundraisers, local community organizations, classes, and meetings. Huntsburg Township reserves the right to deny use of the facility, or any portion thereof, when the proposed use is contrary to Township policy.
2. RENTAL RATES & FEES
To qualify for resident rates, the lessee must be a resident or employee of Huntsburg Township, or an organization benefiting Huntsburg residents or Cardinal School with a Huntsburg resident assuming responsibility. Fees and deposits may be lowered or waived at the discretion of the Huntsburg Township Board of Trustees.
	Rental
	Resident
	Non-Resident

	One Day Rental - 76 to 160 guests
	$200 rental + $200 deposit
	$300 rental + $200 deposit

	One Day Rental - 1 to 75 guests
	$100 rental + $200 deposit
	$200 rental + $200 deposit

	Prior-day setup or post-event cleanup*
	$100
	$100


**** Prior-day setup or post-event cleanup may be added for $100, provided no other rental is scheduled. These additional dates may only be reserved beginning two (2) weeks prior to the event and are subject to availability. ****
Please submit two checks: one for the $200 security deposit and one for the applicable rental fee. Checks are payable to Huntsburg Township, P.O. Box 280, Huntsburg, OH 44046.
3. RESERVATIONS, PAYMENT & CANCELLATION
The security deposit reserves the event date. All other fees are due two weeks prior to the reserved date. Rental fees and/or deposits are non-refundable unless cancellation is made at least one month prior to the event, subject to Township policy.
4. RESPONSIBILITY, LIABILITY & CONDUCT
The lessee is responsible for all damage or loss to the building, contents, or property and for the conduct of guests, patrons, customers and agents. Huntsburg Township is not responsible for accidents, personal injury, theft, or damage to private property brought onto Township property.
Huntsburg Township does not provide alcoholic beverages, food or beverages. The lessee agrees to indemnify and hold harmless Huntsburg Township from claims arising from the rental or from food or beverage consumption.
SMOKING AND FIREARMS ARE PROHIBITED ON THE PREMISES.
Parties and fundraisers may require security personnel at the lessee's expense. Security must be approved by the Huntsburg Township Board of Trustees or its designee. Excessively loud noise or disorderly conduct will not be tolerated.
5. FACILITY USE, CLEANING & CHECKOUT
Tables and chairs are for Community Center use only and may not be removed from the building. Decorations are limited to tables only. Tape, tacks, nails or similar fasteners are prohibited on walls.
At the conclusion of the event, the lessee must remove all rubbish, including bathroom trash, decorations and food. Garbage dumpsters are located on the north side of the building facing State Route 322. Counters, tables, chairs and door handles must be cleaned and disinfected; chairs must be put away using the chair dolly. Spills must be wiped up and floors swept with large dry mops.
All attendees must remain within the banquet room, restroom hallway and entry area. The remainder of the building is OFF LIMITS. Failure to remain in permitted areas will result in forfeiture of the security deposit, no exceptions.
When using air conditioning or heat, the system must be turned OFF when leaving. All lights must be turned off and all doors secured and locked.
Friday and Saturday functions must conclude by 1:00 a.m. Sunday through Thursday functions must conclude by 11:00 p.m.
6. SECURITY DEPOSIT
The $200 security deposit is in addition to the rental fee and serves as security for damage, loss and compliance with this agreement. If no damage or loss occurs and all policies are followed, the deposit will be refunded after the rental in accordance with Township procedures. Damage, loss, policy violations or required additional cleaning may result in deduction or forfeiture of the deposit.
7. ADDITIONAL PROVISIONS
1. The lessee and all guests, patrons, customers and agents must comply with Township policies governing use of the premises. Receipt of these policies is acknowledged by signing this agreement.
2. If the building becomes unavailable or unsuitable for use because of orders or requirements of a public authority, acts of God, utility failure, or circumstances beyond the control of the Huntsburg Township Board of Trustees, the agreement will be void and amounts deposited will be refunded.
3. The lessee must be a legal adult to sign this agreement.
4. Failure to follow this agreement may result in removal from the premises and/or forfeiture of the security deposit and fees paid.


RENTER INFORMATION & ACKNOWLEDGMENT
	
Name: ______________________________________
	
Phone: ____________________

	
Address: _______________________________________________________________________

	
Event Date:_____________________________
	
Event Time: ______________________

	
Setup Time: ____________________________
	
Number of People: _________________

	
Function / Type of Event: ___________________________________________________________




DOOR ACCESS CODE - DAY OF EVENT
The following access code is provided for use on the scheduled event date. The code is for the renter's event access and should not be shared beyond those who need it for the rental.

DOOR CODE:  ______________________________________________


ACKNOWLEDGMENT
By signing below, I acknowledge that I have received, read and agree to the Huntsburg Township Community Center Rental Agreement and policies. I accept responsibility for the facility during my rental and understand the requirements concerning fees, cleaning, permitted areas, security deposit and facility access.

Lessee Signature: _______________________________________    Date: __________________

Printed Name: __________________________________________

For Huntsburg Township: _________________________________    Date: __________________

Mail payments to: Huntsburg Township, P.O. Box 280, Huntsburg, OH 44046.










19 - 60” Round Tables,  4   - 8’   Rectangular Tables, 2  -  6’   Rectangular Tables, 150 Padded Chairs
2 – Large Coffee Pots, Commercial Refrigerator, There is NO kitchen access available. 
All attendees must remain within the banquet room, restroom hallway, and entry area. The remainder of the building is OFF LIMITS. Failure to remain in permitted areas will result in forfeiture of the security deposit, no exceptions.
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