City of Epping Rental Policy
Thank you for choosing to hold your event at a City of Epping location. Please take a moment to read through the following lists to know what is expected by you, the renter.
The City of Epping has established an $100 fee and $50 deposit (total $150) which is paid to the City of Epping auditor. For events lasting less than 4 hours (setup to cleanup time), the City of Epping has established a $50 fee and $50 deposit fee (total $100). If all cleaning duties are completed the same day/night of your event or for shorter event immediately after, the $50 deposit will be refunded. Should these duties not be completed, the deposit will then become non-refundable and be used to cover damages or cleaning staff. If you choose to donate deposit fees, funds will be placed in park fund or community event fund. 
The City of Epping asks that you provide your own coffee, creamer/sugar, juice, napkins, plates, cups, and silverware. Please feel free to use our coffeemakers and kitchen appliances, provided they are cleaned when done. 
Clean-up duties
	Kitchen: Wash and put away and dishes, utensils, coffeemakers, pitchers, etc. Clean counters, fridges, stovetops, and ovens (if used). All kitchen items are property of the City of Epping and are not to be removed from the Hall/Pavilion. No food is to be left behind. Remove trash. (If renting City Hall, please do not use anything labeled Seniors.) 
	Common areas: Please vacuum/sweep floors. Clean tables and chairs and place back as found. Remove any decorations used. Remove all trash. Make sure all doors are locked when leaving. Return key to City of Epping employee/councilmember. 
	Bathrooms: Empty trash, clean sinks, floors, and toilets. 
ALL trash is to be bagged and placed in dumpster. 
Vacuum and cleaning supplies can be found in kitchen and bathrooms. 
City Hall and/or Pavilion is to be cleaned the same day/night of event/end of your event, so it is ready for any other activities/business. Failure to do so will result in non-refund of deposit fees. (Unless other time frame is approved prior to event. This may result in additional fees if longer than another day.)  Thank you for your cooperation!
Decorating note:  No glue, nails, tacks, tape, or anything adhesive is to be used when decorating. Poster putty is recommended. 




[bookmark: _GoBack]The City of Epping is not responsible for personal damages to personal property, items lost/stolen, and injuries of you or your guest. If damage occurs to City of Epping properties (caused by hosting party or their guests) costing more than $50 to repair or replace, you will be held responsible for cost to repair/replace. No alcohol maybe sold within City of Epping without proper licensure. 

Thank you in advance for your cooperation.
Epping City Council

Please sign below to show your understand and agreement of City of Epping rental policy.

Signature:________________________________________________
Print name:_______________________________________________
Date: _________________________________
Date of rental use:_______________________

Request for additional clean up or set up time:

_________________________________________________________________

_________________________________________________________________

Signature of City Official: _________________________________________
Date:____________________
