jamesville Fire Department
6661 East Seneca Turnpike

  JAMESVILLE, NEW YORK 13078. 

PHONE 315-492-2872 . Fax 315-492-7454   E-MAIL    jamesvillefiredept@cnymail.com

Merton Baldwin Memorial 
MEETING ROOM RENTAL AGREEMENT
2024 Agreement
   Renter Information:


Name/Organazation:____________________________________________________________

Contact Person: _____________________________Phone Number:_____________________


E-Mail ______________________________________________________________________

            Address: _____________________________________________________________________

   Event Information:


Number of attendees_________________

Date of Event: ____________________________________  Time: ______________________


Event Description: _____________________________________________________________

        Please note:   No political Fundraisers or events of any kind will be reserved
Reservation/Cleaning/Damage Deposit:

A one hundred dollar ($250.00) refundable Reservation/Cleaning/Damage Deposit may be taken  upon reservation of the Meeting Room depending upon the size and nature of the event. The board of fire commissioner will evaluate each event to determine if a deposit will be required. And if any additional fees will be imposed.  All deposits will be held by the Fire department treasurer until refund. This deposit will be returned to the Renter upon satisfactory secondary inspection (minus any reservation fees, cleaning fees, or damages assessed).  There will be a twenty five-dollar ($25.00) returned check fee assessed for all bounced checks.

Conditions:

An inspection of the facility will be conducted prior to any guests being allowed into the building. This inspection will consist of the Renter/Contact Person and the Facility Rental Manager inspecting all rooms and equipment, noting the condition in which all rooms/equipment are to be in at the conclusion of the scheduled event. A secondary inspection will be performed upon conclusion of the event, prior to the Cleaning /Damage Deposit being returned to the Renter. A copy of the Inspection Checklist will be provided to the Renter. See attached Inspection Checklist.
Rental Fee:

Rental of the Meeting Room is   __One Hundred______dollars ($ 100.00 ).
Late Cancellation Fee:

Notice of cancellation must be given to the Fire Department Quartermaster three (3) weeks prior to the event’s scheduled date in order to receive a full refund of the Reservation/Cleaning/Damage Deposit.  All cancellations must be reported to the Fire Department quarter master by phone at 
(315) 492-2872 or by email at. meetingroom@jamesvillefire.org
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Damages/Unkempt Conditions:

Should any damage occur to the facility while in use, the Fire Department Quartermaster must be notified immediately. All damages will be assessed, estimates of repair will be obtained, and cost of said repair will be subtracted from the Reservation/Cleaning/Damage Deposit prior to refund. The Renter is responsible for leaving the facilities in the same condition found upon pre-inspection. Should any cleaning need to be done by the Jamesville Fire Department, the rental deposit will be forfeited. Cleaning supplies such as brooms, mops, buckets, and soap will be provided by the Jamesville Fire Department. The affixing of any posters, signs, banners, or other material to painted wall surfaces with tape, tacks, nails, or any other device is prohibited unless other approved prior to the event.

Alcoholic Beverages:

No alcoholic beverages are permitted at any event.
Event Cut off/Noise Ordinance:

The cutoff time for any event will be 11:00pm on the scheduled day of the event. We ask that all cleaning be done by this time. Our neighbors are very important to us. We ask that you keep all noise and music at an appropriate level after dark. The Jamesville Fire Department reserves the right to lower the volume on any music or noise deemed inappropriate for the time of day.

Parking:

All guests will park in the designated guest Parking Lot in the left of the building as indicated in signage at the entrance. Please do not park in the Front of the building as this area is reserved for emergency vehicles. No parking is allowed on the grass.

Garbage:

All garbage and refuse is to be disposed in the provided garbage cans. At the end of the event, all garbage will be removed from the facility cans, the garbage bags will be tied tightly, and they will be disposed of in the dumpster located behind the firehouse. In the event of the dumpster being full, the garbage bags will be placed, tightly tied at the base of the dumpster. It is the responsibility of the Renter to dispose of any garbage produced as a result of the scheduled event.

Miscellaneous:

Event guests shall not wander the halls or other areas of Fire Department outside of the designated event area without being accompanied by a member of the Jamesville Fire District or Jamesville Fire Department. The interior doors leading into the Fire Department from the Meeting Room will be locked. At no time is any unsupervised guest allowed near or to play on any piece of firefighting apparatus. Any unsupervised guest found outside of the designated event areas will be escorted back to the meeting Room.  Any guest found outside of the designated event areas a second time would be asked to leave the premises. 
Soda Machine rental:   The fountain soda machine is available to rent for a $25.00 charge for each meeting                                                                         room rental.  Cups and Ice is included.
                  Check the box if you will be needing the use of the kitchen   (The use of the kitchen is only for the refrigerator the ice machine, and the use of the table and sinks.  There is no using the stoves, range, microwave or dishwasher.)   
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I, the undersigned, have read, understood, and agree to all the conditions and provisions as set above. I have completed the Pre-Event Inspection and am satisfied that the facility is in working order and will meet the needs of my event as is.

Renter/Contact Person Signature: _____________________________
Date: _________________
Fire Department contact : ________________________________________ Date: _________________

:

FOR OFFICE USE ONLY

Pre-Event Inspection completed? ____________
Post-Event Inspection completed?  ________

Reservation/cleaning/damage Deposit received? ______  Check # _______     Cash _______

Rental Fees received?_______Check #________    Cash ________
Cleaning/Damage/Cancellation Fee assessed? ______________________________________________

Deposit back to Renter: ________________   Department Quartermaster Initials: ____________

jamesville Fire Department
6661 East Seneca Turnpike

 JAMESVILLE, NEW YORK 13078. 

PHONE 315-492-2872 . Fax 315-492-7454   E-MAIL  jamesvillefiredept@cnymail.com 
MEETING ROOM Pre Check List 
The rental applicant is responsible for cleaning the room upon the conclusion of the event in accordance with the rules and regulations set forth in the Meeting room rental agreement Packet and the checklist below which is provided to assist you in cleaning. You must be cleaned up and out of the facility by the designated time on your rental application. There should be NO CLEAN-UP required by Fire Department , or you will possibly forfeit your deposit. 

NOTE: Clean-up will normally take one (1) hour for the Meeting room or Kitchen depending on your menu, beverage service, number of guests, etc.

RENTAL APPLICANT RESPONSIBILITIES:

ROOM

(
All counters and tables Clean.

(
Floors swept and clean.

(
Garbage can empty. Extra bags available.

(            Food warming table off and cleaned 
KITCHEN

(


(
No food in appliances.

(
All surfaces Clean

(
All equipment clean —including refrigerator/freezer, 

(
Sinks Clean
(
Floor clean

RESTROOMS, ETC.

· Clean .

    (            Our staff is here to assist you with the following:

(
Conduct a pre-event room inspection for cleanliness and damage.

(
Inform your group of miscellaneous information.

(
Enforce rules and regulation.

(
Provide clean-up supplies for your group.

Any damage, unreturned equipment, areas not cleaned, or additional time may result in forfeiture of your damage deposit and/or denial of future rental use.
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MEETING ROOM post checklist
The rental applicant is responsible for cleaning the room upon the conclusion of the event in accordance with the rules and regulations set forth in the Meeting room rental agreement Packet and the checklist below which is provided to assist you in cleaning. You must be cleaned up and out of the facility by the designated time on your rental application. There should be NO CLEAN-UP required by Fire department , or you will possibly forfeit your deposit

NOTE: Clean-up will normally take one (1) hour for the Meeting room or Kitchen depending on your menu, beverage service, number of guests, etc.

RENTAL APPLICANT RESPONSIBILITIES: 

ROOM

(
Clean all counters and tables with disinfectant spray and clean towel.

(
Remove all decorations.

(
Sweep entire floor and dispose into garbage.

(
Mop up all spills (hot water only) and remove any streak marks left on floor.

(
Place garbage in garbage cans. Extra bags may be obtained from Department staff.

· Put garbage into dumpsters

· Return all equipment and cleaning supplies to utility room
KITCHEN

(                  Sinks Clean 

(
Wipe down all surfaces with disinfectant spray and clean towel.

(
Sweep entire floor and dispose into garbage.

(
Mop up all spills on floor (hot water only).

(
Place garbage in garbage cans. Extra bags may be obtained from Department staff.

(
Put garbage into dumpster .

(
Return all equipment and cleaning supplies to staff.

RESTROOMS, ETC.

(
Clean

Our staff is here to assist you with the following:

(
Conduct a pre-event room inspection for cleanliness and damage.

(
Inform your group of miscellaneous information.

(
Enforce rules and regulation.

(
Provide clean-up supplies for your group.

(
Conduct post-event room inspection for cleanliness and damage.

Any damage, unreturned equipment, unclean areas, or additional time may result in forfeiture of your damage deposit and/or denial of future rental use.

