August 27, 2017

Antioch VFW Post 4551
STANDARD OPERATING PROCEDURES

 GOVERNING THE Rental OF 

THE VFW Post 4551 Halls        

Adhesive-backed Decals – These items are prohibited from being placed anywhere on the property.
Access – All on-duty building personnel shall have access to all areas of the building at any time. Staff reserves the right to check any and all packages being brought in the facility.

Alcohol Policy – No outside alcohol is allowed on the property, including the parking lot.  All alcohol must be purchased from the VFW Post 4551 and will require a bartender as an add-on while remaining inside the venue at all times.  Failure to comply with regulations will result in shut down of the event.  The legal age to consume alcohol is 21.  The Renter is responsible for any underage drinking during their event.  The only exception to this policy is if the event is a alcohol based event such as a beer or wine tasting and is approved by the Commander or designee.
Bartender – A bartender is available for an extra charge.  If alcohol is served, at least one bartender is required for the event.  Events booked with alcohol, more than 30 days from the rental do not require prior bar manager approval.  Events booked with alcohol, 15 – 29 days requires prior bar manager review and approval and is as available.  Events booked with alcohol, 14 days or less requires prior bar manager review and approval as well as pre-pay of entire balance to include Deposit, Hall rental fee, bartender Add-on and any other Add-on desired.
Building Disfiguration – No holes may be drilled, cored, or punched anywhere in the building.  Painting is prohibited on premises.  Lessee is responsible for the repair of any damage or disfiguration to the facility

Cancellation and Reservation – The reservation is not confirmed until the appropriate deposit is received at contract signing.  If event is a fee exempt event determined by post Commander or committee, then the reservation is not confirmed until exception form is filled in and signed.

If Renter cancels more than 59 days from the event, all monies are refunded.  If the Renter cancels 15-59 days from the event, all monies less the $150 non-refundable deposit will be refunded.  If the Renter cancels 14 or less days, the total amount less the entire $250 deposit and any Add-on from Addendum A is refunded. 
Owner reserves the right to cancel the rental agreement prior to the event if certain conditions exist.  Possible reasons for cancellation include, but are not limited to: a declared state of emergency, unsafe environmental or health conditions, or interruption of utility service.  In such an event, the Renter agrees that the Owner shall have no responsibility for anything the renter may suffer or incur due to such a cancellation.  The Owner will attempt to notify the renter as soon as possible if such a cancellation occurs.  All fees paid to the Owner by the Renter shall be refunded to the Renter if the reservation is cancelled by the Owner prior to the event.
Cleaning – Lessee shall leave the facility in the same clean condition in which it took possession.  All trash shall be placed in trashcans immediately after the event is over.  Any extraordinary cleaning that has to be performed by VFW Post4551 Staff will be billed to Renter.

Contact Person/ person signing the application to use the facility and the person signing the contract must be same person.  Only one person should work with VFW Post 4551 authorized staff for each event.  This will eliminate any miscommunications with set up information or cancelations.  

Equipment – The facility rental fee includes chairs and tables.  The rental fee may include podium, and house sound system. Audio/Visual Tech Support can not be expected during events but we will aid in basic setup.
Fire Code- Questions or concerns may be addressed by Fire Chief. Large HALL will seat 400 maximum. Fire Code prohibits chairs in aisles. Fire Alarm pulls will generate a $25.00 charge for each incident or pull. Neither Fire Alarm pull nor any doors may be blocked. No pyrotechnics, firecrackers, or open flames allowed.

Hanging Ceiling Rigging – Nothing may be hung, attached or suspended from any part of the building without consent from facility management. Generally, metal lighting structures, lights, and speakers hung over stage or where people may be in hazard from injury of support failure will require a $1,000,000 liability policy assigned to the VFW Post 4551. All hung items must be double-safe tied with steel cable and shackles and certified by a trained rigging professional. 

Hazardous Materials – Hazardous materials are not allowed in or on VFW Post 4551 property without written approval and hazardous materials must be labeled.

Hours of Operation – 8:00 am to 10:00 pm Monday thru Thursday, and 8:00 am to 12:00 am Friday, Saturday and Sunday.

Insurance- The VFW Post 4551 may require proof of insurance in the form of a certificate of insurance naming The Dennis A. Wicker Civic Center as additional insured 14 days before event. The amount shall be $ 1,000,000 and shall not be cancelled or materially altered after certificate delivered to VFW Post 4551.  

Kitchen and Catering – It shall be the responsibility of the lessee to submit to the Civic Center, in writing, the caterer or persons the lessee intends on using no later than 30 days prior to the first event day. Clients and caterers will be expected to adhere to kitchen policy, however, lessees will be held responsible for loss or damage to dishes, glassware, silverware, etc.


                       Rules for Kitchen Use

· Wash all dishes and silverware that are used and place on clean surface for inspection by Civic Center Staff.  DO NOT RETURN to cabinets after use.  Leave on counter and Staff will return to locked cabinets.

· Clean any appliances that are used.

· Sweep and mop all floors

· Leave all sinks clean

· Remove all food from walk-in cooler

· Clean walk-in cooler of trash and spills

· Propane NOT ALLOWED inside building

· $ 25.00/ hour billed for additional cleaning by our staff.

· All trash will be placed in containers 

· Deep fryer, if used, will be emptied of all oil and cleaned after use.  Waste oil container provided outside near Kitchen door.
Non Profit Agencies/Veteran Events – To receive rate discount a copy of non-profit permit must be provided if not on file with Civic Center.  If sponsoring an event, acknowledgement from the agency stating that permission has been granted to hold an event and their Tax Exempt I. D. Number are required.

Parking Lot – Returning the parking lot area in a clean condition is the responsibility of the Renter.  

Portable Walls and Freight Doors – Only authorized VFW Post 4551 personnel are authorized to move portable walls, open and close freight doors, turn on lights, change thermostat setting, or unlock doors.  

Power Connections: Power connections may be used with prior approval.
Rental Times – All events must be scheduled between 0800 am and 2300 as available.  All events must end by 2300 and may not start prior to 1400 Sundays without expressed approval of Commander.  

Reservations – In order to secure a reservation, a person MUST be at least twenty-one (21) years of age.  Representatives leasing on behalf of a business or organization MUST show they are authorized to do so.

Security – Any event serving alcoholic beverages may be required to have uniformed security officers as prescribed by Commander or designated personnel.  Renter will coordinate security and act as intermediary.  Any person whose conduct is disorderly or disruptive shall be refused entrance or shall be immediately ejected from the premises.  Renter assumes full responsibility for the acts and conduct of its invitees and attendees of the event.
Security Deposits – A Security Deposit is a warranty against cancellations, protection for damages and used as fee adjustment if necessary.  The deposit will be $ 250.00 with $150.00 being non-refundable yet applied to the final cost of the rental and $100.00 being a refundable deposit held no more than 5 business days after the event.   Deposits are due at time of booking and are refunded after the event less extra cleanup or damages.  Failure to pay deposit at booking will result in cancelation of tentative hold.

Setup Requirements – Adequate aisle space and door clearance must be allowed in accordance with Fire Marshall Requirements.  Safety issues should be considered in planning events. Glitter, confetti or spray paint must not be used in the building. Staples must not be used to attach anything to VFW Post 4551 property.

Sharing the Facility – Unless contract covers the entire building, there may be other events taking place at the same time elsewhere in the building.  Please remember that the front entrance must remain open for public access and egress as it is common area.  The venues may be decorated for an event with a rental fee in a manor to cause no harm to VFW Post 4551 property. 
Smoking – NO SMOKING!  The Antioch VFW Post 4551 is a smoke free facility.  

Venue Capacity – At no time may the venue capacity be exceeded as set forth by the fire marshal.  Large hall maximum capacity is 400 and the small meeting room maximum capacity is 80.
Failure to Comply

Failure to comply with Rules and Regulations governing the facility could result in loss of part or all of deposit, immediate closure of the facility, bill for additional damages and/or barring from the facility.  

Zero tolerance-No drugs/ No weapons/ No loitering/ No animals allowed in the facility without written permission from facility management prior to your event.

Facility Event Space Rental Checklist
(Must be filled out for every rental)

1) Rental venue overview & walk through to determine Renter Needs
2) Discuss Bartender Availability with Bar Manager as applicable per SOP
3) Review Contract and fill in all areas completely

4) Receive Deposit and all applicable fees (See fee checkoff below)
5) Place event on calendar

6) Shake hands

Fee Checkoff

a) Total Deposit at contract signing
b) Hall Fee Day of the event (unless booked 14 days or less, then due day of signing)

c) Add-ons Day of the event (unless booked 14 days or less, then due day of signing)

