LONG ISLAND RECREATION DEPARTMENT

Community Center

Long Island, ME 04050

RENTAL AGREEMENT
Name of Applicant (or Organization): _______________________________________________
Phone Number: ____________________________________  Cell: _______________________
Event Date: ____________________________________________________________________

Purpose of Event:________________________________________________________________
* Tickets Sold or Admission Charged? 

Yes
No

* Will there be Decorations?


Yes 
No

* Will Alcoholic Beverages be Served?

Yes 
No

(Please know that it is necessary to have the appropriate license (BYOB) to serve alcohol in this building.  If the appropriate licenses are not obtained, the Committee reserves the right to refuse the reservation.  Visit Town Hall for more information.)

Estimated Number of Persons to Attend Event: ____________ 
(Please note: capacity of the building is 175.)
Open Time: _______________________
Close Time: ____________________

Applicant’s Address (Street, City, State, Zip):

______________________________________________________________________________
Person Responsible for Walk Through with Building Attendant Before and After Event:

_____________________________________________    Phone: _________________________
Person Responsible for Cleaning after Event:

______________________________________________   Phone: ________________________
Please read the following terms and conditions of agreement carefully!
TERMS AND CONDITIONS OF LONG ISLAND
COMMUNITY CENTER RENTAL AGREEMENT

The Long Island Recreation Committee reserves the right to change, adjust, or delete any rules or regulations found in this contract.  The Committee also reserves the right to close down any event, which poses a threat to the safety of the participants or the facility or violates any of the conditions stated.

RESPONSILIBILITY
1. You are responsible for all accidents or injuries to any person(s) or property resulting from the use of the community center and its facilities and grounds.

2. You are responsible for returning this signed application to the Facilities Chair for the Recreation Department or to Town Hall in the Town of Long Island with:

a.  NO DEPOSIT for ISLAND Non-Profit Organizations/Town Departments/Associations/Churches/LICA/Library/School or 
b. $50.00 deposit for private events and off-island organizations and fee to ensure that your date(s) are reserved.

3. A building attendant will open and close the facility at the times stated on the form.  Be sure that the times you request include all the time you will need to set up tables and chairs, put up and take down decorations, prepare any food planned, and clean up.

4. You are responsible for designating a person in charge of meeting with the building attendant for a walk through inspection before and after the event.  
5. You are responsible for arranging a time to meet with the building attendant for the walk-through before your event!

Please initial after reading: _______

RENTAL CONDITIONS
1. Rental requests and dates are accepted on a first-come, first-serve basis.

2. Tables and chairs may not be removed from the building premises without prior permission from the Community Center Committee.  Tables and chairs used for your event must be returned to their storage areas in good and working condition within the time frame determined during the walk through before your event.  In the case that no time frame has been given, chairs will be returned the same day of the event.
3. Smoking is prohibited inside the building.  If guests smoke outside, the butts must be picked up.

4. You provide food, beverage service, dishes, silverware, cooking utensils, tablecloths, dishtowels, etc.

5. Applications will not be approved for applicants under the age of 21.

6. Applications cannot be transferred, assigned, or sublet.

7. Animals are not permitted inside the building (except seeing eye dogs).
8. Parking availability is not guaranteed and on any occasion may be limited.
9. Young children must be under direct supervision/control of an adult 18 years of age or older.

10. After the event, if you have not paid the clean up fee, you are responsible for:

a. The removal of all decorations and all other items brought in;
b. The placement of all tables and chairs to their storage racks and appropriate areas;
c. The removal of trash from the building and parking area and the placement of all trash in the large Town containers located outside the rental building; and
d. Sweeping floors in all rooms approved for use for your event.
11. After the event, if you have paid the clean-up fee, you are responsible for:

a. The removal of your decorations and personal items;

b. With payment of the clean-up fee, we are happy to remove all decorations, place the tables and chairs in their storage racks, remove trash from the building, and sweep the floors.
12. Because this building is used by various community groups, some of the rooms may be off-limits for safety, storage, and program reasons.  These rooms include the Pottery Studio, Kiln Room, and Recreation Office and will be pointed out during the walk-through before your event.  Please respect this request.

Please initial after reading: __________
RESERVATION AND FEES
1. For your rental to be saved, A $50.00 deposit is due for private events and off-island organizations (made payable to Long Island Recreation Department) and must accompany this application.  This fee is non refundable if:

a. Any time within 15 calendar days from your reservation the event is cancelled.  
b. This fee will also be used to cover expenses incurred due to unacceptable cleaning and/or damage.  You will be billed for any damage not covered by this fee.  If damage to the building or its premises exceeds $50.00, you will be charged the difference so that we may maintain the quality of the building.
c. Please note if you are a Non-Profit Organization/Town Department/ Association/ Church/ LICA/ Library/School and damage is done to the building during your event, you will be charged the amount of the damage.
2. NO DEPOSIT or RENTAL PAYMENT is due for island Non-Profit Organizations/Town Departments/ Associations/ Churches/ LICA/ Library/School.
(Please note that additional fees listed below such as the clean up fee will still need to be paid if your organization checks any of the items listed under additional fees.) 
  
Rental agreement must still be completed in order for your rental to be saved. 
The above also applies to chair and table use, your organization will be billed according to rental fees listed on this form if rental form is not completed and submitted before your organization’s event.   Chairs or tables that are used out side of the Community Center must be returned within time agreed upon or you will be charged a “late return fee” of $25.00. 
3.  Applicants must be 21 years of age to reserve this facility.  Application may be revoked if the intended facility use is misrepresented.

4. If you purchase the “Day-After Fee” (for clean-up purposes), the facility must be cleaned and ready for inspection by the building attendant by 10AM the morning following your event.

5. The Recreation Department and Community Center representatives are always willing to negotiate terms of this agreement with island organizations, for the interest of all parties involved.  

Please initial after reading: _______

BASIC RENTAL FEES
(  ) Town Departments/Associations/LICA/Library-School/

Island Non-Profit Org./Church




NO FEE
 (  ) Private Events or Off Island Organizations



$200.00









Additional Fees:
 (  ) Tables (per table)






$5.00
(  ) Metal Chairs (per chair)





$1.00

(  ) Padded Chairs (per chair)





$2.00

** Please note that padded chairs may not be used outside during inclement weather

(  ) Clean Up fee






$75.00

(Clean up fee payment includes sweeping, mopping, disposal of trash, and the replacement of tables and chairs to their storage racks.  This does not include the repair of any damages made to the building.  The repair for damages will come out of the deposit made at the time of application or, in the case of Town Departments, etc, will be billed..  See “Reservation and Fees”)
Total for extra services:






$__________
ARE THERE OTHER WAYS WE CAN MAKE YOUR COMMUNITY CENTER RENTAL PERFECT FOR YOUR EVENT?
Tell us what you would like.  We may or may not be able to accommodate you but we want your event to be successful.  If we can’t help you, we’ll try to direct you to someone who can help you.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TOTAL FEES
Rental Deposit/Cleaning/Damage: 
$__________
Rental Fee: 



$ __________
Additional Charges: 


$ __________
Total: 




$ ________
The applicant hereby agrees to save, secure, and keep harmless the Long Island Community center and its officers, employees, agents, and the Town of Long Island against claims of action, liability, judgments, costs, and expenses, including attorney fees, and in all things strictly comply to the conditions of this agreement.

I certify that I shall accept responsibility on behalf of my group for any damage or theft sustained by the community center (i.e. premises, furniture, equipment, or supplies) because of the occupancy of said premises by our group.
Please initial after reading _______

I have read and agree with the terms and conditions of the entire contract.

Signature of responsible party: _________________________________ Date: ____________
Community Center Representative: ______________________________Date: ____________
