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Hall Rental Terms and Conditions
1. Hereinafter referred to as the “Hall Rental Agreement” or the “Agreement”: 
2. FACILITIES: 
a. Upstairs Hall/Meeting Room:  
b. Downstairs Hall:   Does NOT include the bar.
c. All rental(s) grant access to the parking lot, hall, bathrooms and entry to the “Post”.
· Does not include access to member access only areas (storage rooms, server areas, etc)
d. Options: 
· Bar: the bar may be used during hall rental(s) for an additional fee which includes a bartender.  (See Rental Fees below)
e. All windows must remain closed at all times.
f. All hall rentals include basic cleaning of the hall after the event has taken place.  Generally, this includes taking out the trash that is in the bins, sweeping/mopping, and putting up chairs/tables as needed.
g. Hall areas will open at 1:00 pm (1300) and close at midnight (12:00 pm/2400).
· If the hall area is available, decorations may be done the day prior to the event, beginning at 6:00 pm (1800), for no additional charge.
· If the hall is needed for decorating all day prior to the event (not before 1:00 pm/1300), an additional charge of $50.00 is required.
3. RENTAL DEPOSIT:
a. Subject to availability, to secure Prairie DuPont Post 485 hall rental for your private event, a $150.00 deposit (this includes a cleaning deposit of $100.00) and a signed agreement/contract must be received.  The deposit will be deducted from the final bill.  Payment in full is required at the completion of the Event/Hall Rental.  All deposits are non-refundable.
b. There is no contract in effect without a deposit.
c. All Beer Keg/Specialty Beverage fees will be added to the deposit.  If Hall Rental is cancelled, there will be a 50% restocking fee on all ordered kegs for the event.   Drink Refund minus Restocking Fee will be paid out to the Renter by check.
4. RENTERS RESPONSIBILITIES:
a. It is the renter’s responsibility to keep the “Post” as clean as possible, to include:
· Keeping the parking lot free of trash,
· Cleaning the waste from the tables and floors, there are many trash cans available to dispose of trash.  Extra trash cans may be made available.
· The Post is not responsible for lost items.
· The Post reserves the right to add additional cleaning fees to the rental agreement if the Post was left with excess trash and debris.
b. Renter shall contact the American Legion at least 24 hours prior to the event if the renter wishes to modify/cancel the Hall Rental Agreement.
c. Decorations are allowed; however, nothing may be used that will damage the walls, windows, woodwork, doors, or the ceiling/roof.
d. Decorations may be hung by the wires provided.  Nothing is to be attached to the walls, tables, or ceiling tiles with any manner of attachment without prior approval.
e. No glitter or confetti is allowed.
f. Decorations must be completely removed by the end of the event; any decorations not removed becomes property of Prairie DuPont Post 485 and the deposit will be forfeited.
g. Drapes will not be removed unless permission is obtained prior to the event.
h. Children must be under the supervision of an adult at all times, whether they are inside or outside of the building.  Children will not be allowed to run and play around tables, chairs, on/around steps/stairs, or around doors.
i. No one is allowed to be barefoot.   Shirt/Shoes must be worn at all times in the building.
j. The renter(s) shall not permit the facilities of any part thereof to be used for the conduct of any offensive, noisy, or dangerous activity; the creation of the public nuisance or anything that is in violation of the laws, rules, and ordinances of any public authority at any time applicable to the facilities, and any purpose or in any manner which will obstruct, interfere with, or infringe on the rights of neighbors.
k. No beverages including alcoholic beverages of any kind may be brought into or on the property of the Prairie DuPont American Legion Post 485, all beverages must be purchased from the “Post”, I/We agree that NO person under the age of 21 will be served any form of alcoholic beverage and it is further understood that the “Post” personnel will be required to check the ID of any persons who appear to be under the age of 21.
l. Beer will be purchased by the half-barrel and soda (soft drinks) by the case.  Any soda/soft drinks not consumed during the event may be taken with you at the end of the event.   Cups may be purchased through the Legion or provided by you.
m. The American Legion Post 485 has a strict NO DRUGS POLICY. Narcotics, drugs, including marijuana, and other drug paraphernalia is strictly forbidden on the premises. 
n. Prairie DuPont Post 485 is a no-smoking, no tobacco facility.  Smoking, vaping, “dip” and/or any other tobacco use in any form is prohibited.  
o. A penalty fee will be assessed for rental occupation exceeding the designated hours, including early start, and failure to vacate the premises on time. Fees may also be assessed for disorderly conduct. * 

	*DISORDERLY CONDUCT WILL NOT BE TOLERATED AND WILL RESULT IN CONCLUSION OF THE EVENT, AND ALL MONIES AND DEPOSITS TO BE FORFEITED. *Examples of disorderly conduct may be defined as follows: 

	· Drunk and disorderly 
· Fighting 
· Arguing 
· Failure to comply with the requests of Security and/or Post personnel 
	· Possession of weapons (knives, guns, etc.) 
· Loud, unruly, and/or rowdy behavior 
· Aggressive and/or belligerent behavior 
· Providing alcohol or drugs to minors 
• Grafitti and vandalism 



p. Gang related clothing, attire, colors, and/or paraphernalia is strictly prohibited and must be removed prior to entering the premises. 
q. Graffiti and vandalism will not be tolerated and will result in additional fees charged dependent on amount and type of damage. 
r.  If the Police are called to the event for any reason, the event is concluded at that time. The entire deposit will be surrendered to The American Legion, and NO refunds will be provided.
s. No Alcoholic Beverages may be removed from the premises.
t. The renter is responsible for all damage to the property during the hall rental.
IMPORTANT NOTE:  RENTER IS RESPONSIBLE FOR PAYMENT FOR ANY DAMAGES TO THE FACILITY, ITS FIXTURES, TABLES, AND CHAIRS. THE PAYMENT WILL BE DETERMINED BY THE EXTENT OF THE DAMAGE AND WILL INCLUDE TIME SPENT MAKING ARRANGEMENTS FOR REPAIRS.

5. CANCELLATION POLICY:
a. For any reason the renter has to cancel an event, a written notice to Prairie DuPont Post 485 is required a minimum of ten (10) days in advance.
b. Refunds will be given when notice of cancellation is given at least thirty (30) days prior to date of event.
6. CLEANING:
a. The Post is responsible for cleaning the hall(s) after each event; however, the renter has the responsibility to place table trash in the provided trash cans.
b. An additional cleaning fee may be assessed if the rented areas are not cleaned by the renter to the minimum extent specified.



NOTE:  No Smoking, Vaping or Tobacco Use of any sort in the Post.  This is a No Smoking, No Vaping, No Tobacco Use facility.  Post Personnel will evaluate cleanliness throughout the event.  Renter may be held liable for professional cleaning of the post facilities if tobacco use is noted in the facility.

7. PAYMENTS: 
a. We accept Checks, Visa, Mastercard, American Express, Discover.   We are not equipped for cash app payments (Venmo, PayPal, etc).
b. Total cost for the area to be used, minus consumable items, must be paid in full at least one week (5 business days) prior to the event.
c. Beer, soda, and other chargeable, consumable items must be paid for by the end of the event when total charges have been calculated.
8. DISCLAIMER/RENTAL POLICIES:
a. The American Legion Prairie DuPont Post 485 reserves the “Right to Refuse” any rental of the hall(s) or to cancel any event whereby the renters are in violation of the terms of this Agreement.  The renters are responsible for all the charges of the rental, as signed by this “Rental Agreement”.
b. Indemnity Agreement:  The renters agree to indemnify and hold harmless the American Legion Prairie DuPont Post 485, facility, and property from liability for injury to or death of any person(s) including the renter(s) and the employee(s) of the renter, or for damage to the property arising from the use and occupancy of the facilities by a renter(s) and employee(s) fo the renter, in or about the facilities with express or implied consent of the renter.  Renters agree to indemnify and hold harmless Prairie DuPont Post 485 for any damages pertaining to any expressed or implied third party contracts entered into by the renter(s) for entertainment, catering, etc.  
c. Assignment and Subletting: The renter shall not assign or sublet the facilities or any interest therein without obtaining the written consent of the Prairie DuPont Post 485, or an assignment of subletting by operation of the law, shall be void and shall, at the option of the Prairie DuPont Post 485, terminate this rental agreement at renter(s) expense, no refund.
d. Rentals can be pre-empted in the event of a National, State, County or Local Emergency.  In this event, all deposits and rental fees shall be refunded if the rental cannot be re-scheduled for any party who is unable to use the hall(s) during the emergency.  


I have read and agree to the terms in the Hall Rental Agreement as stated above.

Prairie DuPont Post 485 agrees to rent the facilities located at 200 S 5th St., Dupo, Illinois, on the terms and conditions listed on this Hall Rental Agreement (“Agreement”).  Renter hereby acknowledges that he/she has read, signed and agreed to all terms and conditions on the Hall Rental Agreement.

Renter Signature: _________________________________________ Date:  ________________

Post Representative: _______________________________________ Date:  ________________










	Hall Rental Pricing Worksheet

	
	
	
	

	Contact Info
	 
	Today's Date: 
	 

	Renter's Name
	 
	Event Date
	 

	Group Affiliation:
	 
	Event Type:
	 

	Event Start Time:
	 
	Event End Time: 
	 

	Renter's Address
	 
	 
	 

	Renter's Phone:
	 
	 
	 

	Renter's email:
	 
	 
	 

	Legion Family:         Y/N
	Legion / SAL / Auxiliary / ALR  (circle one,  if applicable)

	Member ID #
	 
	  Exp. Date
	 

	
	
	
	

	Pricing Worksheet
	Price
	Qty
	Cost

	Meeting Room
	$30.00 / 2 hrs
	 
	 

	Add'l hour
	$10.00 / hr
	 
	 

	Cleaning Fee
	$125.00 
	1
	 

	Deposit (required before reservation)
	$50.00 
	1
	 

	Downstairs Hall
	$400.00 
	 
	 

	Cleaning Fee
	$150.00 
	1
	 

	Deposit (required before reservation)
	$150.00 
	1
	 

	Cash Bar
	$100.00 
	 
	 

	Soda (specify what brand/flavor)
	$18.00 / case 24
	 
	 

	Cups
	$2.50 / sleeve 50
	 
	 

	Keg  or 1/2 keg Bud Light
	market cost
	 
	 

	Keg or 1/2 keg Coors Light
	market cost
	 
	 

	Cans or Bottles (any brand/case)
	market cost
	 
	 

	Total  Estimated  Cost
	 
	 
	 

	Credits/Additional Costs
	 
	 
	 

	            minus deposit 
(check /transaction number)
	 
	 
	 

	Other fees (as applicable)
	 
	 
	 

	Total Due At End of Event
	 
	 
	 

	
	
	
	

	NOTE:  NO alcoholic beverages may be taken off Post property at any time

	NOTE:  Any sodas/soft drinks not used for the event may be taken away after the event

	
	
	
	

	I have read and agree to the terms in the Agreement and to the pricing as quoted above.

	Prairie DuPont Post 485 agrees to rent the facilities located at 200 S. 5th St, Dupo, Illinois, on the terms and conditions listed in the Hall Rental Agreement.  Renter hereby acknowledges that he/she has read, signed and agreed to all terms and conditions on the Hall Rental Agreement. 

	
	
	
	

	Renter Signature:
	 
	Date:
	 

	
	
	
	

	Post Representative:
	 
	Date:
	 



Event Information
Event Name: ___________________________    Date of Event: ___________________
Renter Name: ___________________________    Phone: ___________________
Inspection Conducted By (Legion Rep): ___________________________
Inspection Date/Time (Before): ___________________  (After): ___________________

1. Exterior Check
	Item
	Condition Before
	Condition After
	Comments

	Parking lot clean, free of trash/debris
	
	
	

	Exterior doors, locks, handles secure
	
	
	

	Lighting (entry, parking area) working
	
	
	

	Flags, signage, and landscaping intact
	
	
	



2. Entry & Lobby Area
	Item
	Condition Before
	Condition After
	Comments

	Floors clean and free of damage
	
	
	

	Doors and hinges operate properly
	
	
	

	Bulletin boards, plaques, and displays secure
	
	
	



3. Main Hall / Banquet Area
	Item
	Condition Before
	Condition After
	Comments

	Floors swept and mopped
	
	
	

	Tables/chairs clean and undamaged
	
	
	

	Walls and windows free of damage
	
	
	

	Stage area clean and in order
	
	
	

	Lighting and ceiling fans working
	
	
	

	Decorations properly removed
	
	
	



4. Kitchen / Serving Area
	Item
	Condition Before
	Condition After
	Comments

	Counters, sinks, and appliances clean
	
	
	

	Refrigerator/freezer empty and clean
	
	
	

	Coffee makers, ovens, and warmers clean
	
	
	

	Trash removed and bins emptied
	
	
	

	Floors swept and mopped
	
	
	



5. Restrooms
	Item
	Condition Before
	Condition After
	Comments

	Toilets, sinks, mirrors clean
	
	
	

	Supplies stocked (soap, paper, towels)
	
	
	

	Floors clean, trash emptied
	
	
	





6. Utilities & Safety
	Item
	Condition Before
	Condition After
	Comments

	Heating/AC functioning properly
	
	
	

	Fire extinguishers in place and visible
	
	
	

	Exit lights and emergency lighting working
	
	
	

	No tripping hazards or electrical issues
	
	
	



[bookmark: _Hlk212903795]7. Cleanup & Damage Review
	Item
	Yes
	No
	Comments

	All personal items removed
	☐
	☐
	

	Trash disposed in outside dumpster
	☐
	☐
	

	Decorations, tape, and tacks removed
	☐
	☐
	

	Damage to facility, furniture, or equipment
	☐
	☐
	

	Security deposit recommended for return
	☐
	☐
	



Notes or Damage Description




Signatures
Renter Signature (Pre-Inspection): ___________________________  Date: ___________
Legion Representative Signature: _____________________________  Date: ___________
Renter Signature (Post-Inspection): __________________________  Date: ___________
Legion Representative Signature: _____________________________  Date: ___________
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Prairie DuPont Post 485, The American Legion
200S. 5" St
Dupo, IL 62239




