TOWN OF PINE BLUFFS
RECREATION DIVISION

708 LAWSON

PINE BLUFFS, WY   82082

307-245-9375

307-245-3301

pinebluffscc@rtconnect.net
pinebluffsrec@rtconnect.net
TOWN OF PINE BLUFFS COMMUNITY CENTER RENTAL INFORMATION


The Recreation Department welcomes your interest in use of the Town of Pine Bluffs Community Center.  Our goal is to provide the prospective renter with a positive rental experience in a facility designed for use by community residents, groups and business.


The following documents are a binding agreement and are needed for use of the Community Center.  These forms are necessary to use the Community Center in order to protect the building, as well as the interests of the Town and Renter.  Please complete the attached forms carefully and accurately.  Not all questions will be applicable, therefore simply insert “N/A” if you believe they do not apply to your use of the facility.  Please do not leave questions blank.  Blank questions will be assumed not to have been read by the renter/renting party, and therefore considered incomplete.  The completion of all attached forms is to your benefit.  The contract will assist in making you aware of the process and procedures, as well as risks, you need to be aware of as a potential renter.  These documents, rules and policies herein, are intended to provide protection of the facility, along with a quality experience for all users.

· DEPOSIT DUE WITH FACILITY APPLICATION FORM
YOU WILL BE BILLED VIA USPO WITHIN 20 DAYS AFTER USE OF THE FACILITY 
FOR DEPARTMENT USE ONLY



Date Application Accepted: _____________________ By:  ____________________

Rental Date Recorded in Reservation Book by:  _____________________________

Total Estimated Rental Fee: ___________________

Deposit Fee: ________________ Date Paid ________ Ck# ________ CASH _______


(Deposit not to exceed $200)
DATE OF SET UP: ​​​________________ 
TIME OF SET UP: ____________________
DATE OF EVENT:  ________________
TIME OF EVENT:  ___________________
DATE OF CLEAN UP: _____________ 
TIME OF CLEAN UP: ________________

Town of Pine Bluffs
Community Center Rental Application
APPLICANT INFORMATION
FIRST/LAST NAME: ​​​​​​​​_______________________________________   ORGANIZATION/COMPANY:  ____________________________
HOME PHONE:  ___________________ WORK PHONE:  ______________________ CELL PHONE:  _____________________________

MAILING ADDRESS:  ​​​​​​​​​​​​______________________________________________________________________ ZIP CODE:  _____________

EMAIL ADDRESS:  _________________________________________________________________________

PURPOSE OF RENTAL:  ___________________________________________________________________________________________

ANTICIPATED NUMBER (#) OF PEOPLE IN ATTENDANCE:  _________________________
Name(s) of applicants to be present during rental or person responsible during rental:

_____________________________________________      ____________________________________   ____________________________

Is applicant representing an Organization_______ or individual _______?

If representing an Organization, provide name and purpose: ___________________________________________________________


If requesting not-for-profit rental rate, indicate IRS Tax I.D. Number: ___________________________________________________


*Non-profit users must possess a non profit tax ID number to qualify as a non profit user.

Are any of the applicants minors?  YES________ NO ________


If yes, describe supervisory plans: _______________________________________________________________________________
What risk to property or individuals do you foresee?  _______________________________________________________________________

Will a fee be charged for those who attend?  YES _______ NO _______


If yes, name beneficiary of profits:  ______________________________________________________________________________

Will your use involve commercial sales/marketing?  YES _______ NO _______
*A commercial user is defined as any renter that is selling or offering to sell merchandise or any renter providing an activity open to the public and charging an admission fee.

Is this a fundraiser?  YES _______ NO _______           Is this event open to the public?  YES _______ NO _______

Will food be served?  YES _______ NO _______


Will there be a fee charged for the food?  YES _______ NO _______

Will alcohol beverages be served?  YES _______ NO ______

*If yes, you will need to obtain permission through the Pine Bluffs Town Hall (220 Main Street) in order to have alcohol at your event.    Have you contacted the Town Hall?  YES _______ NO _______
Is it an invitation only event?  YES _______ NO _______

*PLEASE NOTE – If this is NOT an invitation only event you must provide law enforcement.  List the officer(s) who will provide law enforcement:  __________________________________   ____________________________________
Will a band or DJ be at your event?  YES _______ NO _______

Is there anything else not addressed in this contract we should be aware of: ______________________________________________________

__________________________________________________________________________________________________________________
Please fill out the chart below for equipment that will be used:

	Equipment
	Check if  Needed
	Quantity

	Tables
	
	

	Chairs
	
	

	Podium (1)
	
	

	Kitchen Appliances
	
	

	Coffee Maker (2)
	
	

	Water Cooler (3)
	
	


_______________________________________________________       ______________________________

APPLICANT SIGNATURE(S)





DATE
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PINE BLUFFS COMMUNITY CENTER RENTAL AGREEMENT

THIS AGREEMENT entered into this _______day of __________, 20___ between the Town of Pine Bluffs (hereinafter “OWNER”) and ___________________________________(hereinafter “RENTER”) is for the rental for the Community Center located at 708 Lawson, Pine Bluffs, Wyoming.  The Community Center and its contents are to be used solely for the LESSEE’S purpose designated in the Community Center Rental Agreement.


IN CONSIDERATION, renter agrees to pay a rental fee in accordance with the rate schedule established by Town of Pine Bluffs.  Payments of rental fees shall be due upon receipt of billing within 10 working days after event.


This rental agreement is based upon representations made in the facility rental application form attached hereto and incorporated by reference.  Renter understands and agrees that the representations made to owner are accurate and truthful.


This facility may be rented by any individual other than a minor.


This agreement further incorporates by reference all rules, regulations, limitations and policies established by the Town of Pine Bluffs and were made available to renter.


Renter agrees to obey and comply with all orders of the town departments including by not limited to the Pine Bluffs Police Department.


Renter will designate an individual to be on site and available to respond to Town representatives.


Renter agrees and understands that this is a public facility and is not to be used to carry on a trade or business.


Renter understands and agrees to pay any expenses, including reasonable attorneys fees in instituting, prosecuting or defending any action instituted by reason of this agreement excepting actions arising from the sole negligence of the town and its authorized agents.


Renter understands and agrees to deposit with the town a refundable deposit, when paid by cash, authorized by town resolution.  Such deposit is to be used to secure the faithful performance of all obligations under this agreement.  It is expressly understood by renter that the damage deposit does not represent a limitation to the renter.


Renter understands that in the interest of the public’s health, safety and welfare and as the recipient of public funds that the town requires renters to take active measures to prevent the possession, distribution or use of illegal substances in the public facility.


Renters shall keep the grounds surrounding the premises free from garbage and clutter.


Renters shall keep the premises in good order, condition and repair as when entered upon.


The Lessee shall not use or occupy the premises or any part thereof for any unlawful or disreputable.  Lessee shall immediately, upon notification of any unlawful or disreputable activity take action to halt such activity.  In the event that any disreputable activity continues, the Lessor/Town my terminate the Lease.


This rental agreement can not be assigned or subject to any sublease agreement.


A cancellation of the Community Center caused by medical, funeral or deployment will result in a 100% refund.


If any clause, sentence, paragraph or part of the agreement or application thereof to any person or circumstance, shall for any reason be adjudged by a court of competent jurisdiction to be invalid, such judgment shall not effect, impair or invalidate the remainder of this agreement.

Sign Below to Acknowledge Agreement – 



RENTER(S):_____________________________________________________________




RECREATION REPRESENTATIVE: _________________________________________
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TOWN OF PINE BLUFFS – COMMUNITY CENTER

Office Hours are Monday – Friday, 9am – 4pm

Call (307)245-9375 or (307) 245-3301 if you have any questions concerning your contract.
*Please check all items below to verify that they have been reviewed by you, as the renter/renting party*

· Renter is to make contact with on-duty staff/maintenance person at the beginning of their function.
· Nothing is to be attached to the walls, floor, doors, windows or ceiling.  This includes items such as tacks, tape pins, staples, glue, clay, etc.
· Tape may be used on the cinderblock walls only.

· Under no circumstances will drilling holes in the wall be allowed.

· Bar-B-Q grills are allowed outside near the kitchen door only.

· No Smoking in the facility.

· No food or drink in the lobby area.

· All activities relating to your event (including decorations, Bands/DJ’s, food, etc.) are restricted to the kitchen and gym.

· Community Center furnishings (tables and chairs) are not allowed outside.

· If you rent tables or chairs from another facility, they must have rubber feet (light colored) and not be worn.  This is to prevent damage to the floor.

· Beer kegs or coolers must be kept in kitchen or gym and not in lobby area.

· Any damage to Community Center tables or chairs, renter will be charged for the replacement.

· Renters are responsible for their guests.

· Place tables back on the racks provided and chairs stacked in 10’s in the storage room.  Please ask for assistance at the end of your event.

· Surrounding areas around the building must be checked for trash.

· Patrons and children are not allowed to sit or climb on the HVAC system inside the brick enclosure on the north side of the building. 

· I have been given a Community Center Clean-Up Checklist.

· You must be out of the building according to the time listed on your rental agreement or you will be charged extra for the time you remain.

· The renter is responsible for making sure all individuals are out by the end of their reservation.
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PINE BLUFFS COMMUNITY CENTER RENTAL POLICIES
· Facility availability is based on a first come first served basis.  You may check for availability of the facility by calling 307-245-9375 or 307-245-3301 or by visiting the facility
· Renters will be required to complete a Community Center Rental Agreement and follow all Town laws and ordinances.  Food and/or consumption permits may be required.
· The sale or marketing of foods or goods will be considered commercial endeavors and will be subject to appropriate Town/County fees, licenses and permits.

· All parties or organizations renting the Community Center will be held responsible for any and all damages done to the property.

· All parties or organizations renting the Community Center will be responsible for their guests being aware of all Community Center rules.
· The Town will not be responsible for equipment, personal belongings or food items left in building.
· At any event, if you would like to serve alcohol, the deposit for the facility will be $200 and by law, you must receive permission from the Pine Bluffs Town Council.  If your event is NOT an invitation only event you also must provide law enforcement for the event.  In most instances, one officer is required by the Town of Pine Bluffs.  You may hire an officer from the Pine Bluffs Police Department (307-245-3777), Laramie County Sheriff’s Office or any Wyoming law enforcement personnel.  Security guards or out of state police officers must be approved by the Pine Bluffs Town Council.
COMMUNITY CENTER RENTAL RULES
· All tables and chairs used are to be cleaned thoroughly and put away before leaving.
· No removal of building equipment or furnishings is allowed.
· On site food preparation is restricted to kitchen area only.  B-B-Q grills are only allowed outside kitchen door in parking lot, not on the sidewalk.
· All dispensing of food or beverage from kitchen area only, unless pre-approved by staff member on duty.
· No consumption of food or beverages allowed in carpeted lobby area.
· Tape may be used on cinderblock walls ONLY.
· NOTHING may be attached to windows, walls, doors, ceilings, floors.  NO EXCEPTIONS.
· No drilling of holes ANYWHERE.
· Absolutely NO ONE will enter facility prior to scheduled time of reservation.  Any set up, tear-down and clean up must be completed in the allotted time.
· Renters will not be allowed to put any substance or material on the floor surface for any reason.  (Examples:  duct tape, scotch tape, electrical tape, masking tape, dance floor wax, etc…)
· No smoking allowed in Town buildings.
· No animals allowed in the building, unless pre-approved by CC personnel.
CLEANING PROCEDURES
· Kitchen is to be cleaned.  This includes all countertops, sinks and appliances.

· Sweep floors and wet mop as necessary to clean.  Do not use dust mop for spills (Consult staff member on duty as to floor cleaning)

· All of renter’s belongings, food items, decorations, signs, etc. must be removed.
· Cleaning supplies can be procured from the on duty staff and must be put away before leaving.

· All trashes must be emptied, with new liners replaced in trash cans.  Dumpsters are located at the west end of the parking lot.

· Make sure the kitchen, gym and lobby is returned to the same condition it was in when you entered the building.  A minimum charge of $20/hr will be administered if facility is left unclean.

· All toilets and urinals must be flushed and trash picked up off of restroom floors.

· You will be given a clean up check list that must be followed to insure that your deposit is refunded.

FEES AND FEE POLICIES

· You will be charged by the hour for the use of the facility.  Set up time will be $20/hr, per day, not to exceed $100/day.  You will be charged by the hour for the duration of the event (see rental chart for individual facility prices).  There is a $20/hr, per day, not to exceed $100/day charge for clean up time.  
· A commercial user is defined as any renter that is selling or offering to sell merchandise or any renter providing an activity open to the public and charging an admission fee.

· A clean up/damage deposit of $100 is charged for all events.  If alcohol is served at the event the deposit is doubled to $200.  This deposit is due with your Facility Application and may be paid in cash or by check made payable to Town of Pine Bluffs.  Deposits will be subtracted from the total facility charge providing the clean up of the facility was sufficient and no damages were incurred to the facility or its components.

· You will be billed via USPO for the use of the facility within 10 working days after your event.
Community Center Rental Prices:

Private/Non Profit Use 





Commercial Use

Set Up Fee:  $20/hour per day not to exceed $100.00/day

Set Up Fee:  $20/hour per day not to exceed $100.00/day
Event Fee:  $40/hour 





Event Fee:  $60.00/hour

Clean Up Fee:  $20/hour per day not to exceed $100.00 /day

Clean Up Fee:  $20/hour per day  not to exceed $100.00/day
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Town cleanup charge if applicable is $20/hour
Community Center Clean Up Checklist

To insure that your clean up deposit is fully refunded, the following checklist must be followed in the clean up process after your event.  

(
Put away all tables:  Wipe down and remove all tape, etc. from the tables and stack neatly and evenly on the three roll out carts.  Stack all white tables on one cart and evenly distribute the brown tables between the other two carts.  Stack tables top down, DO NOT stack legs together.
(
Stack Chairs neatly and evenly in stacks of 10

(
Put away any other equipment you used in their respective places.

	GYM   
	CHECK IF DONE

	Remove decoration devices, i.e., tape, string         
	

	Sweep Floor
	

	Mop up spills
	

	Clean up under bleachers
	

	Dump trash/replace liner
	


	KITCHEN
	CHECK IF DONE

	Turn off all appliances 
	

	Wash & put away all       dishes used
	

	Wipe down all appliances
	

	Take out what you brought in
	

	Wipe down all counters
	

	Clean out all sinks
	

	Dump all trash/replace liners
	

	Place all dirty cloths in sink
	


	Sweep the floor
	

	Mop the floor
	


	LOBBY  
	CHECK IF DONE

	Vacuum                  
	

	 Turn off TV
	

	Dump all trash/replace liners
	


	RESTROOMS
	CHECK IF DONE

	Pick up trash from floor
	

	Flush all toilets/urinals
	

	Turn off all running water
	

	Check shower room     
	


	COMMUNITY CENTER PLAYGROUND   
	CHECK IF DONE

	Pick Up Trash
	


	DOORS TO LOCK      
	CHECK        

	Back stage door         
	

	Gym south doors       
	

	Gym north door          
	

	Gym kitchen door       
	

	Lobby office door  
	

	Lobby kitchen door            
	

	Front doors    
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