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PENDLETON POST 117

                                                                       611 West State Street                                                                                                                    
PO Box 179
Pendleton, IN 46064
765-778-7661

Welcome to the Pendleton American Legion Post 117.  We are honored that you have chosen us for your special occasion.  To best accommodate you, you must read and agree to the following conditions:

A rental agreement contract must be signed and returned along with a deposit (otherwise known as a “Cleaning Deposit”) to secure the date of your function.  Cleaning deposits are due to finalize the American Legion Hall rental reservation.  Renters will be required to pay the remainder of his/her rental fee at least two (2) weeks prior to the date of scheduled function.

Hall Rental Pricing
 	         
            Members:            $60.00 per hour including set up & cleaning + $200 Cleaning deposit
          
[bookmark: _Hlk170375713]            Non-members:	    $80.00 per hour including set up & cleaning + $200 Cleaning deposit

Notes:
· To qualify for the member rate, the renter must be a member in good standing of The American Legion (or Aux/SAL) prior to the date of event/function.  The Legion member must be the official “lessee” of the rental contract, be present throughout the entire event/function and will be held responsible for adherance of Post policy and the conduct of its guests.
· Rentals are within normal business “OPEN” operating hours to midnight.  This includes hours for decorating hall, unless specifically negotiated with the American Legion Events Coordinator.
· Rental fee covers the Main Hall area ONLY. Anything on the bar side of the pool tables, to inlcude: Bar Area, Dining Nook, Kitchen and lobby area are NOT part of the rental space. Use of these spaces may/will incur an additional charge with approval.
· The exception is the Restrooms and South Side of the Bar near the cash register. This area can be used by a Single File Line to order beverges and food. DO NOT CONGREGATE in this area, it is used for ordering only. 

Cleaning Deposits:
Cleaning deposits, in the amount of $200.00, will be required at the time of American Legion Hall rental agreement.  Funds will be received as a separate check, cash or money order.  All checks will be cashed and deposited into American Legion general account.  Deposits will be returned to the renting party, providing that there is no facility damage and rental area has been cleaned according to American Legion Post clean up policy and standards (see Appendix 1:  Rental Agreement Post-Event Cleaning Checklist) within 30 – 45 days of the completion of event/function.  



Returned Check Policy
All returned checks will result in a $50 processing fee.  Initial acknowledgement below.

_____ Acknowledgement of American Legion Post 117 Returned Check Policy.  

American Legion Hall rental cancellation and deposit refund policy
Deposits may be partially refunded for rental cancellations between 30 and 60 days prior to the scheduled event. Cancellation policy of the American Legion Post 117 will occur in the following manner (please acknowledge and initial below):

______ Within 8 weeks of function:  $200.00 refunded  
______ Within 6 weeks of function:  $150.00 refunded    
______ Within 4 weeks of function:  $100.00 refunded     
______ Within 2 weeks of function:  No refund

Damages to Property and Facility Policy
· Renters will be responsible for the care of the premises, appliances and furnishings and for all damages caused by accidental, negligent or willful acts by the renters and/or the renter’s guests.
· Damaged areas are not exclusive to the Main Hall rental area.  Damaged areas may include any location within the American Legion footprint, including but not limited to:  Main Hall, Bar Area, Dining Nook, Restrooms, Kitchen, Lobby Area, Porches (front & back), and the Parking Lot.
· Renter agrees to reimburse the American Legion Post 117, at their own expense, any and all fees required for repairs and/or replacement of damaged property belonging to the American Legion Post 117.
· Reimbursement fee for repairs or furnishing replacement can include but are not limited to:  supply and material costs, mileage, delivery fees, labor charges and direct replacement costs of furnishings (at fair market value).

______ (Initial) Acknowledgement of American Legion Post 117 Damage to Propery and Facility Policy.  

American Legion Post 117 clean up policy and standards (please acknowledge and initial understanding of all below):

______ The renter is responsible for cleaning rental space immediately following the rental event/function.

______ The American Legion Post 117 is NOT responsible for lost, stolen or damaged items before, during and/or after the rental event/function.

______ Clean up duties should be completed by midnight on the day of the rental event/function, unless otherwise approved by American Legion Event Coordinator.

______ The renter has received a copy of the American Legion Rental Agreement Post-Event Cleaning Checklist.

______ The renter must get the cleaning checklist signed by a Legion Representative, validating the cleanliness of the Post following the event/function.  Failure to do so, may result in delayed or denial of deposit refund.
______ If more than usual and customary cleaning is required, the renter will forfeit the $200.00 cleaning deposit.

American Legioin Post 117 Hall Regulations are as follows:
· Disrepect to the POW/MIA table will not be tolerated, to include covering or removal of any items!
· American Legion Post 117 is a non-smoking, non-vaping and drug free facility.  Smoking/vaping inside the Post is never permitted.  Designated smoking areas are on the front and back porches.
· The bar area is open to American Legion members at ALL times.
· Non-Post members are not permited to purchase alcohol unless accompanied by and signed into the Post Guest Book by an American Legion Member, whom must purchase the alcohol OR unless a public day has been requested and approved 30 days prior to the rented event/function.
· No male or female exotic dancers.
· Decorations will NOT be nailed or tacked to the walls.
· Birdseed, sparkles, confetti or rice is not permitted on the tables or to be thrown inside the building.
· Foiled or wrapped candy is not permitted on the tables or as decorations.
· NO TAPE, GLUE OR ANY OTHER ADHESIVE MATERIAL WILL BE USED ON THE HARDWOOD DANCE FLOOR, TABLES OR GAMING EQUIPMENT AT ANY TIME!
· Bartendars will NOT  have the authority to approve additional contract requirements.  

______ (Initial) Acknowledgement of American Legion Post 117 Hall Regulations.  

** Please do not assume anything.  If you do not know, please ask the American Legion Events Coordinator or Coordinator’s appointed representive.

Minor Children
Children are always welcome at Post 117 but must be under adult supervision at all times and are required, by law, to remain at least 6 feet away from the bar.

Final Preparations/Decorating
The Renter must contact the American Legion Events Coordinator at least two (2) weeks prior to the event/function to review/make final arrangements.  This includes decorating and catering requests. Decorating may take place the night before the function as long as another function is not booked AND with prior approval/coordination with the American Legion Events Coordinator, OR decorating may take place during normal business hours of American Legion Post 117.  


Band & DJ’s
Band and/or DJ’s are permitted.  All set up and tear down of entertainment services is to be done the day of the scheduled event/function.  American Leigon Post 117 assumes NO responsibility for equipment.  The rear door, at the Southeast corner of the builidng, is where loading and unloading should take place.  All equipment is to be removed after the function.  Due to the Town of Pendleton Noise Ordinance, it will be up to the bartender on duty’s discretion to request any function’s entertainment noise volume to be reduced to a reasonable level.  **Bands/DJ’s will be required to set up on a floor covering, provided by the Post.

Alcohol Regulations
· NO outside alcohol is allowed to be brought into the Post facilities by any member or guest, this includes outside catering services.
· Alcohol is NOT permitted off the porches (front or back).  If a Post Representative or staff member sees alcohol in the parking lot area, the renter will be notified immediately and expected to make an announcement to their guests to prevent potential termination of the event.
· Members/Guest who repeatedly violate alcohol policies, may be asked to leave the Post facility.
Open Bar Options
Open bar options are available and can be pre-paid by the renter for the event/function or at the conclusion of the event/function.  Coordination should be made two (2) weeks prior to the event with the American Legion Events Coordinator; however, open bar options can also be requested or decreased/increased via the Bartender on duty.  A gratuity of 20% will be charged based on final sale of all open bar purchases.  Any remaining alcohol from open bar options CANNOT be removed from Post property and will become the property of the POST 117.

Non-alcoholic Beverages/Ice
· Non-alcoholic beverages, specifically Tea, Lemonade, Water and Coffee, can be brought into the Post by the renter.  This does NOT include sodas.  Sodas and all other non-alcoholic beverages must be purchased at the Legion.  
· Ice is not available from the legion facility.  Bags of ice must be brought in by the renter or coordinated with the American Legion Event Coordinator, prior to the event date, for purchase from the Post.
Kitchen Rental Fee
· The Post’s kitchen is not part of the rental contract.  
· For renters needing storage space, food prep space or use of the kitchen appliances, a $50 kitchen rental fee will be applied to the overall cost of the rental.  
· Kitchen Rental Fee does NOT include the use of Post 117 dishes, pans, utensils, plates or any other serving items.  
· The renter is responsible to clean the kitchen according to American Legion Post clean up policy and standards.
· Cakes may be stored in Post kitchen/cooler at no additional cost.





Outside Catering Services
· The use of outside, non-Post catering services may be used.
· Catering services brought into Post 117 must be licensed and bonded.  A copy of said license must be submitted to the American Legion Post with the signed contacted or a maximum of two (2) weeks prior to the date of the event/function.
· Catering services may include food and previously specified non-alcholic beverage only.
· Catering services will be responsible for providing their own food products, dishes, utensils, plates and any other serving items

American Legion Post 117 Catering Services
· Catering services are available directly from the American Legion.  
· A gratuity of 20% will be charged based on final sale of all contracted catering service performed by the American Legion Post 117.
· See the attached Appendix 2:  American Legion Catering Event Information for menu options and pricing.














I,						 hereby agree to the terms and conditions set forth by The American Legion Post 117 for the use of the hall and services for my function.

In signing below, I acknowledge that I have accepted the rules and understand that Post 117 is not responsible for accidents arising from said function. It is also understood that my Security Deposit will not be returned if the hall is not left in an appropriate manner. All rental fees are due at least 2 weeks prior to the affair. Returned checks will result in a $50 fee. 

Date of Function: 				 

Time of Function: 				

Lessee’s Signature: 					 Date: 			
Lessee’s printed name: ___________________________      Lessee Phone number: ______________

Rental Fee: 			

Deposit: 			

Amount Due: 			

POST INFORMATION ONLY

Post Approval: 					 Date: 			

Deposit Paid:   YES  /  NO			Public Day Required:  YES  /  NO

Special Instructions: 


Appendix 1

American Legion Post 117
Rental Agreement Post-Event Cleaning Checklist

· Take down all decorations (including tacks, staples and tape).

· Wash all dishes used for the event and put them away.

· Wipe all table tops, downstairs (and upstairs, if used).

· Vacuum in the ballroom area (and upstairs, if used).

· Sweep dance floor (and kitchen if used).  Mop if/where major spills occurred.

· Take out all trash from the main hall (and kitchen if used) to dumpster located at southwest end of the building.

· Pick up trash from porch (if necessary).

· Put tables and chairs back to original location.


Renter Signature:											


Post Representative Signature:								



FOR INTERNAL USE ONLY

Attn:  American Legion Commander
	American Legion Finance Officer
	American Legion Canteen Manager

RENTAL AGREEMENT BILLING SUMMARY

LESSEE NAME: _____________________________________________

RENTAL PURPOSE: _________________________________________

RENTAL DATE: _____________________________________________

DEPOSIT RECEIPT DATE: ___________________________________

DEPOSIT AMOUNT:  $________________________________________

HALL RENTAL FEE:  $_______________________________________

OPEN BAR OPTION: $________________________________________

	GRATUITY (15%) $_______________________________________

KITCHEN RENTAL FEE: $____________________________________

CATERING SERVICE FEE: $__________________________________
	
	GRATUITY (15%) $_______________________________________

		QUANTITY: _________________________________________

		MENU OPTION: ______________________________________

		MENU PRICE: _______________________________________


TOTAL RENTAL CHARGES: $________________________




DAMAGES FEE: $____________________________________________

RETURNED CHECK FEE: $___________________________________

DEPOSIT REFUND DATE: ____________________________________
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