Name (print):___________________________________________
Signature:_______________________________________
Phone number:________________________________________
Date of Rental:____________________________________

Room(s) Rented +Times:____________________________________
Kitchen:_______________
Other:______________
Deposit:___________
Rental Rate:_____________ due on:_______________
Rental Number:_____________________

SPECIAL REQUESTS:




________________________________________________________
Staff Approval Signature:_________________________________________  Date:______________________________________

Rental Policies and Procedures for use of the Cary Senior Center
Thank you for choosing this Town of Cary facility for your event.  We hope the following information will answer any questions you may have about your rental.  If there is any additional information we may provide, please don’t hesitate to phone us at (919) 469-4081 Monday-Friday, from 9 a.m.-6 p.m.  Cary Senior Center is located at:  120 Maury O’Dell Place, Cary, NC 27513 for more information, look at www.townofcary.org
RENTAL HOURS 

1. One person must be designated as the responsible party representing the renter.  This person must be present at all stages of the rental period and will be answerable to managing staff in regards to all enforcement of rules.  The person signing the contract is liable for all rental issues.
2. You have access to the building ONLY during the times specified on the Application for Use of Facility.  Changes to the agreement regarding rental time may be made with prior approval of the Center Supervisor, who will consider other rentals and programs scheduled that day, as well as extenuating circumstances.
3. You may use only the portion of the building that you have rented.

4. Renters will be charged for any additional time the facility is used beyond the times listed on the rental agreement, or for any room they use that they did not rent initially.

5. Individuals or groups using this facility must vacate the premises by no later than 10 p.m. on Sunday through Thursday and 1 a.m. on Friday and Saturday.
SET UP

6. Rental Hours include time for set-up and clean up.  A Town of Cary staff member will be present during your rental to provide information regarding the use of the facility and equipment. 
CLEAN UP

7. Please plan to leave the facility in the condition you found it.  Renters are responsible for clean-up after their event, including taking out trash, sweeping, damp-mopping spills, etc.  Please ask the facility attendant if you have questions or need assistance to find supplies.  The renter will be charged, if extra cleaning is required after your use of the facility.

8. Renters are responsible for returning all town-owned equipment (tables on carts, chairs in stacks on racks, etc.) to its designated place within the facility as directed by the town employee on duty.
9. Persons/groups are responsible for any personal items brought into the facility, and their removal at the time they vacate the premises.  The Town of Cary is not able to store supplies or personal items for renters or their representatives, including caterers, florists, etc.
DECORATIONS & AUDIO VISUAL
10. Only free standing decorations are permitted.  Absolutely nothing may be taped, tacked or hung on interior or exterior walls or doors.  String and ribbon is permitted but must be removed when leaving.
11. No use of Audio/Video equipment.
12. Piano is available for use, no guarantee’s of the sound quality.  Please request in advance.
13. Please be aware that art exhibits may be displayed in the hallways.  Exhibits change periodically.  Art work will not be moved for your event and must not be moved by renters.
KITCHEN

14. The kitchen and all its’ contents can only be used if it is rented.  The kitchen is for catering ONLY.  Meals may be warmed, but not cooked. Groups using the kitchen must make their own catering arrangements.  We encourage you to consult with the caterer to ensure you allow enough time for set up and clean up.  The renter will be charged if the caterer, DJ, florist, etc. is not out on time.
15. Utensils, coffee makers, and cleaning supplies must be provided by the renter.  At the conclusion of your event, kitchen counters, stove, refrigerator and sinks are to be cleaned and trash placed in the dumpster outside of building.  Ask attendant for additional trash bags.  No food of any kind is to be left in the center.  Please use recycling containers whenever possible.  No food is served in hallway.
GENERAL BEHAVIOR

16. The renter is responsible for the behavior of guests.  Children must be supervised by adults in all areas of the facility.
17.  Please be aware there may be other groups using this facility during your event. Do not block the fire exits, facility entrances, or reception and office areas.
18. All persons/groups using the facility shall be responsible for the breakage, loss or damage to the facility and equipment and shall bear the full replacement cost for such breakage, loss or damage.
19. Please understand that we are trying to maintain a family facility and we ask that you treat it with care and respect.  Remember that you are responsible for the behavior of your guests.  You will be held financially responsible for any damage to the facility that occurs during your event.  If you have any questions regarding the use of the Cary Senior Center call (919) 469-4081.  During your event, please see the facility attendant if you have questions or concerns.

SAFETY/HAZARDS/PROHIBITIONS  

20. Fireworks of any nature, including sparklers, are strictly prohibited. 
21. Candelabras, luminaries, tiki torches, or any other open flame items are not permitted.  

22. Only smokeless, non-drip candles are allowed. Oil candles are not allowed. You will be charged for any clean-up or damage caused by wax.

23. Smoking is prohibited within the building.

24. No pets, except for service animals for the disabled, are allowed in the facility.
25. Do not prop-open doors to the outside, ask staff to unlock for you to prevent heat/AC loss.
ALCOHOL
26. .See Application for Beer & Wine.
TELEPHONE 

27. You are allowed to use the front desk phone for local phone calls only.
SEVERE WEATHER POLICY

The Director of Parks, Recreation and Cultural Resources or designee will make the decision as to whether facilities (including the Cary Senior Center) shall open and programs conducted based upon conditions of roads and streets in Cary, safe access into facilities (sidewalks, parking lots, steps), and changing/deteriorating weather conditions.  All facilities and programs will follow the delayed opening, cancellation and/or early closing schedule decision of the Director of Parks, Recreation and Cultural Resources.  Renters will be given the option of rescheduling or receiving a refund.

I certify that I have read the above procedures and I understand that I am responsible for adhering to them in addition to the Rental Agreement for Use of Community Centers & Senior Center.
Name (print):___________________________________________
Signature:_______________________________________
To be filled in on rental date:

Time In:



Applicants' Signature:



___________________________________

Time Out:
______________Applicant’s Signature:  __________________________________________________________
Staff Signature:  **fill out checklist below***






COMMENTS:
STAFF, these items must be checked within the last 15 minutes of the rental incase you see something that needs to be done before the renter leaves the building:      

_____Trash bagged and put in dumpsters?
_____Chairs stacked and tables back on carts?
_____Floors clear of debris?
_____Any noticeable damage to walls, etc.?
Rdrive: PRDRV/Staff/Jody/Rentalsform2016  11/3/16
_____Any rental problems that need to be noted?
_____Any noticeable damage in the bathrooms?
_____Kitchen (if applicable) cleaned and nothing “missing” (check refrigerator and freezer, too)
OTHER:_______________________________________
