RENTAL CHECKLIST

1.
Upon entering, check building to ensure everything is in proper order.  Report any abnormalities to the Finance Office IMMEDIATELY at 605-363-3789. Leave a message if after hours. 
2. 
One of the keys that you receive will open the main entrance doors, doors in the foyer and the door to the Community room (east door in foyer).  The other key is for the Mechanical Room, which has the mop basin, the Mic's, PA amplifier, and the 240-volt power board.  There is a key to the garbage bin hanging in the Mechanical Room. Make sure to return the garbage key to the Mechanical room after use.
3. 
Trash bags, cleaning supplies, mops and brooms are located in the mechanical room.
4.
No equipment is to be taken from the hall.  Any unauthorized removal of property from the Center will be deemed theft.

5.
Use of the Center includes use of all tables, chairs, stage and the kitchen.  All dishware, silverware, utensils, roasters, pitchers, salt/pepper shakers, trays, highchairs, pots and pans can be used provided they are then cleaned and put back in their proper places.  
6. 
You may need to provide your own paper plates if not enough plates are available. We ask that you please provide your own napkins, coffee grounds, juice, salt & pepper and other condiments.
7. 
Renter is permitted use of the south fridge in the kitchen. DO NOT remove anything from the other fridge. Missing items will result in a deduction from deposit. 

8. 
No staples, tacks, nails or similar devices to attach items or decorations are allowed on the walls, woodwork, tables or any part of the Center, nor shall Renter use any paper adhesive, which leaves any marks.
9.
Direct dial long distance telephone calls are not possible, only operator assisted or credit card calls. 

10.
After you are done using the Center, please check the following: 
a) 
PA system is turned off and Mic's returned to Mechanical room 
b) Exhaust fans turned off  
c) Completely clean all used areas, including table tops and chairs

d) Kitchen – all furnishings cleaned and returned to original location 

e) Kitchen – All appliances turned off and cleaned
f) Kitchen – Garbage cans emptied and sinks cleaned
g) Bathrooms – Wastebaskets emptied and sinks cleaned

h) Bathrooms – Check stools and urinals to make sure all have been flushed

i) Dining Room – Tables & chairs wiped clean with HOT SOAPY water & returned to original place
j) ALL FLOORS must be swept and COLD WATER mopped

k) CLOSE AND LOCK all interior doors including folding doors and kitchen counter windows
l) ALL garbage is to be placed in the dumpster in the back of the building in the NE corner

m) Turn out ALL lights

n) Lock all doors

o) Check exterior premises for debris and garbage and dispose of properly

p) Return key to the Finance Office after use of the hall. Return in person to the Finance Officer or drop in deposit box in the entrance of City Hall by the MONDAY following your event

**The Renter is completely responsible for any damages to the hall or property, 


and necessary charges will be deducted from security deposit**
