TOWN OF OGDEN DUNES
COMMUNITY CENTER

Reservation and Maintenance Agreement
REQUIRED FEE SCHEDULE: (Payable to THE TOWN OF OGDEN DUNES)
Meeting Room Reservation Use Fee..........cccoceevcvivevcccenenee......$ 100.00 resident /$ 350.00 non-resident

Refundable Security DepOsit .......cccocoervvececemriereenr e eninnene..$ 100.00 resident / $ 150.00 non-resident
Certificate of Liability Insurance showing "The Town of Ogden Dunes" as additional insured is required!

Certificate of Liquor Liability Insurance, if applicable, is required!

Security Officer required as ordered by reviewing representative at the rate listed below.

NAME: PHONE:

ADDRESS: CITY STATE ZIP
RESV DATES: TIME:

NUMBER OF GUESTS: NO OF CHAIRS: NO. OF TABLES:
ALCOHOL AVAILABLE MEETING ROOM: KITCHEN:

PURPOSE OF USE, REMARKS &/OR, SPECIAL REQUESTS

I have read and understand the terms of this agreement.

RESP. PARTY SIGNATURE: DATE:
TOWN OF OGDEN DUNES DATE:
MAINTENANCE/RESV FEE & SEC DEPOSIT: $ CHECK #
CERTIFICATE OF INSURANCE RECEIVED:  LIABILITY LIQUOR

SECURITY OFFICER REQUIRED: YES NO

SECURITY OFFICER REQUESTED: YES NO

Security Officer Rate is $ 30.00 per hour w/3 hour minimum to be paid directly to the
assigned officer the evening of the event.

Revised June 1, 2016



RESERVATION AND MAINTENANCE AGREEMENT
OGDEN DUNES COMMUNITY CENTER
111 Hillcrest Road, Ogden Dunes, Indiana 46368

THE USER HEREBY AGREES:

L

10.
11.
12.

13.

To pay the required maintenance/reservation fee and security deposit at the time of
reservation.

To ensure that all interior and exterior Fire Department doors and entrances are clear at all
times. Vehicles blocking apparatus bays and/or exits or parked in spaces reserved and
designated for Fire Department personnel will be towed at owner’s expense. To ensure that no
one except Fire Department personnel will enter the apparatus area at any time.

That the Center will not be used for any illegal activity including the serving of alcoholic
beverages to minors. If alcohol is permitted, Indiana State Alcoholic Beverage laws and permits
must be complied with and obtained and verified by the Town. See attached instructions for
obtaining a permit for dispensing of liquor.

The Town of Ogden Dunes will not be responsible for any lost or stolen articles.

To indemnify and hold the Town of Ogden Dunes, its elected officials, staff members, agents and
authorized representatives harmless for any and all liability, damages, costs or expenses arising
from claims of injury to persons, damage to property or penalties occasioned by reason of this
agreement and to pay all expenses incurred by the Town of Ogden Dunes in defending itself and
its noted representatives against any and all claims for damage or injuries or penalties arising
under this agreement. The Town of Ogden Dunes must have a certificate of liability insurance
from every renter showing the Town as an additional insured. Should beer, wine or liquor be
served, renter must supply the Town of Ogden Dunes with a certificate of liquor liability
insurance. For more details on this insurance, please contact the Clerk-Treasurer’s Office.

To abide by these and all other rules governing the Community Center use and to immediately
deliver up the premises in the event of violation of tenants of this agreement at the request of
an authorized representative of the Town of Ogden Dunes. The Town of Ogden Dunes reserves
the right to cancel any reservation at any time for false and misleading representation of the
purposes or conditions for the reservation.

That the Ogden Dunes Police Department Marshal may require security officer(s) to be present
during the function in the Center (mandatory if alcohol is being served). Separate payment is
required to the Ogden Dunes Police Department at the rate of $30.00 per hour with a minimum
of three hours.

The service and consumption of food and beverages shall be confined to the designated area.
The function shall not interfere with the normal operation of the Town.

The reservation holder must be present at the facility during the hours of approved use.
Smoking is prohibited in the Community Center and within fifteen (15) feet of all doors.

Unless offered through a special Ogden Dunes club, animals are prohibited in the facility except
for guidance dogs for those who are visually impaired.

At the end of the rental, the reservation holder must clear the rental area of all trash into the
dumpster and remove all supplies brought in by the renter. The facility will not store or be
responsible for items left after the rental. The renter is to clean the Community Center back to
its original condition as agreed to prior to use. Costs associated with misuse or noncompliance



14.

15.

16.

17.

18.

19.

20.

21.
22,

resulting in damage or additional cleaning actions will be charged at commercial repair/cleaning
rates to bring the Center to the standard set by the Town of Ogden Dunes. Such expenses will
be charged against the security deposit and/or any individual or organization using the Center
and are not limited to the security deposit amount but to actual costs.

Table and floor decorations only. No candles. Do not use fasteners, tape or decorations which
will cause stains, discoloration, holes or other permanent damage/markings to any floors, walls,
ceilings or fixtures. No confetti, rice, bird seed, flower petals or other material which may cause
a walking hazard shall be strewn on the Community Room property (including the parking lot).
Unusual rowdiness or physical/verbal abuse toward a staff member, patron or Town property
may result in immediate termination of the event and forfeit of security deposit and rental fee.
Music and noise must be kept at reasonable levels during the hours of the function.

No donations or collections shall be collected without prior permission from the Town of Ogden
Dunes.

Payment of the total security deposit is required at the time of the reservation. Security
deposits will be returned after a facility inspection and the Town staff has a submitted report.
Failure to comply with conditions for rental could cause forfeiture of entire security deposit
and/or immediate termination of the event. Charges for damages (material and labor) or extra
clean-up time required ($20.00 per hour) will be deducted from the security deposit. Failure to
pay charges will result in a ban for future use of facilities. Notification to the Town of Ogden
Dunes of a cancellation should be made two weeks prior to the event at which time a full refund
of the deposit will be made. Any cancellations made less than two weeks prior to the event will
be charged 50% of the deposit amount. Failure to notify the Town of Ogden Dunes of a
cancellation forfeits the entire deposit fee.

All facility rules and regulations must be adhered to and the directions of the facility staff must
be obeyed. Noncompliance with the rules and regulations may result in the applicant being
unable to rent any Town facility for future use.

By signing this application, the applicant acknowledges that they have inspected the premises,
finds the same to be in a safe and in appropriate condition for their use and accepts the same
for the uses and purposes of the applicant’s event.

By signing this request, my organization and | agree to be bound by the above terms and
conditions, to pay fees charged and to pay the cost of repair or replacement of the Town of
Ogden Dunes even if such costs are above the amount of the security deposit.

Renters must be at least 21 years of age.

Maximum occupancy for the Community Room building is ninety (90) people.

By signing this document you agree to abide by all policies of the Town of Ogden Dunes Community

Room as set forth in this document.

PRINT RESPONSIBLE PARTY NAME SIGNATURE OF RESPONSIBLE PARTY

DATE

FORM CRRA-REV 06/16



IC 7.1-5-10-5: It is illegal to barter, give away, exchange, furnish, or sell an alcoholic

beverage without a valid permit

IC 7.1-5-8-6: It is illegal to bring alcoholic beverages into a business or place of public

entertainment for the purpose of consuming, displaying, selling,
furnishing, or giving it away to another person, or for the purpose of
having it served to you.

Temporary Beer/Wine Permits

Anyone over age 21 can apply for permit

Allows for beer and wine only, no spirits

Costs $50 per day (no rain dates allowed)

Original application, floor plan, and payment needs to be received by our office a minimum of
fifteen (15) days prior to the event. Failure to do so can result in denial of permit or require you to
drive to ATC Headquarters in Indianapolis in order to get permit

A licensed bartender is required to serve, pour, and dispense any alcoholic beverages; if you do
not have someone available that has a permit you can apply for a Temporary Employee Permit
which is $5 per person per day

If minors (persons under 21) will be present at event, separation is required around the bar.
Minimum separation allowed is stanchions/theater rope. Non-alcoholic beverages will need to be
made available at another location for minors to access.

Catering Permits/Type 222

Restaurants/bars that have a three-way permit (beer/wine/liquor) can apply for a supplemental
catering permit (type 222) for $150 each year

222 permits allow for bars/restaurants to cater alcoholic beverages for events off of their licenced
premises (e.g. church halls, community centers)

Each time a location wishes to use their catering permit they must submit a request to cater an
event to their local Excise district

Any events that are open to the public (e.g. community festivals, concerts) local law enforcement
agency must be notified

Requests are supposed to be submitted at least fifteen (15) days in advance; should something
come up on short notice please contact your local office prior to sending the request and be
prepared to give the reason why it’s being sent late

If you would like to search for bars/restaurants in your area that have a valid catering permit you can do
so by going to www.in.gov/ate and clicking on “Tobacco Certificate Search” in the upper right of the
page. You can do a search by city or county, and specify the permit type as “catering”. When the results
appear you can click on each one to see which locations are valid (expiration date has not passed)

Indiana State Excise Police District 1 Office
52422 County Road 17

Bristol, IN 46507

Phone — 574/264-9480

Fax — 574/264-9348

E-mail — distl @atc.in.gov



BEFORE/AFTER - USE CHECK LIST

Event Date

Event Contact Person Phone

Applicants are responsible for the clean-up of their event/activity.

All items on checklist must be met in order to receive the Security Deposit.

If the rented space is NOT clean upon entering; it is the renter's responsibility to notify the town
immediately before taking possession of the room.

MAIN ROOM:

FLOOR / CARPET: CLEAN DIRTY DAMAGED
WALLS: CLEAN DIRTY DAMAGED
ENTRANCE DOORS: CLEAN DIRTY DAMAGED
WINDOWS: CLEAN DIRTY DAMAGED
CEILINGS: CLEAN DIRTY DAMAGED
TRASH CANS EMPTY: YES NO

KITCHEN (IF USED):

FLOOR: CLEAN DIRTY DAMAGED
WALLS: CLEAN DIRTY DAMAGED
CEILING: CLEAN DIRTY DAMAGED
DOORS: CLEAN DIRTY DAMAGED
COUNTERTOPS: CLEAN DIRTY DAMAGED
STOVE (INSIDE & OUT): CLEAN DIRTY DAMAGED
REFRIGERATOR/FREEZER

(INSIDE & OUT) CLEAN DIRTY DAMAGED
REFRIGERATOR/FREEZER EMPTY: YES NO

STOVE EMPTY: YES NO

TRASH CANS EMPTY: YES NO

TABLES & CHAIRS:

TABLE COUNT: 124

CHAIR COUNT: /100

TABLES STACKED CORRECTLY: YES NO

CHAIRS STACKED CORRECTLY: YES NO

TABLES CLEAN: YES NO DAMAGED
CHAIRS CLEAN: YES NO DAMAGED
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MEN’S RESTROOM:

FLOOR: CLEAN DIRTY DAMAGED
WALLS: CLEAN DIRTY DAMAGED
CEILING: CLEAN DIRTY DAMAGED
SINKS: CLEAN DIRTY DAMAGED
TOILETS: CLEAN DIRTY DAMAGED
TISSUE DISPENSERS: CLEAN DIRTY DAMAGED
TOWEL DISPENSER: CLEAN DIRTY DAMAGED
SOAP DISPENSERS: CLEAN DIRTY DAMAGED
TRASH CANS EMPTY: YES NO

WOMEN’S RESTROOM:

FLOOR: CLEAN DIRTY DAMAGED
WALLS: CLEAN DIRTY DAMAGED
CEILING: CLEAN DIRTY DAMAGED
SINKS: CLEAN DIRTY DAMAGED
TOILETS: CLEAN DIRTY DAMAGED
TISSUE DISPENSERS: CLEAN DIRTY DAMAGED
TOWEL DISPENSER: CLEAN DIRTY DAMAGED
SOAP DISPENSERS: CLEAN DIRTY DAMAGED
TRASH CANS EMPTY: YES NO

OTHER:

LIGHTS OFF YES NO

DOORS LOCKED YES NO

KEY RETURNED YES NO

COMMENTS (IF ANY):

Signature: Date:
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