Folsom Community Center

52 Natoma Street  Folsom, CA  95630

Office:  (916) 355-7299   Fax:  (916) 351-3522

Rental Policies Reminder

Group Name:  _______________________________  Event Date: ________________

This rental policy reminder is provided to help you, and those assisting you, to remember some of the most important policies and information that will affect the return of your security deposit.  Please read over the information below and share it with members of your group who may be helping with decoration, food and beverage, and most importantly, clean up.  Remember that Community Center Staff and you or your representative will conduct a post event inspection to make sure the facility is left in a clean and undamaged condition.  Please sign and date the bottom of this form and return it to the Community Center no later than 7 days prior to your event date.  If someone other than you will be responsible for the post event inspection, please provide us with this person’s name in the space below your signature.

· The contracted rental time must include all the time necessary for decoration, food preparation, and clean up.  Facilities will not be opened prior to the rental time for caterers, musicians, decorators, or deliveries.

· All decorations, and equipment must be taken down and removed from the facility immediately after an event.

· The facility, including tables, chairs, and floors must be left clean and free of debris and spills.

· Confetti, glitter, rice, birdseed, hay bales, fog machines, and sand are not permitted.

· Any excess trash not in receptacles must be taken out to the garbage dumpster.

· Boxes need to be flattened before putting into dumpster.

· The kitchen and bar, including all appliances, counters, and floors must be thoroughly cleaned and returned to their pre-event condition.  See “The Caterers’ Cleaning Responsibilities” posted throughout the kitchen and bar. 

· The Community Center will only provide a broom, dustpan, mop, and floor cleaning solution (trash liners will be provided upon request).

· Events must end, with all clean up completed, within the contracted rental time.  Event guests, caterers, musicians, and organizers must exit the facilities by the end of the rental time.

 I have read and understand the above policies.  I understand that I am required to conduct a post event inspection with Community Center Staff prior to the end of my rental time.  I understand that my security deposit, or portion thereof, may be retained if the facility is not left in a clean and undamaged condition, or if the rental time is exceeded.

___________________________________________

__________

  
Signature of Rental Representative


            
Date

___________________________________________

Print Name

___________________________________________

Post Event Contact Person
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