Hawkins- Reeve Post 7916
Veterans of Foreign Wars of the United States
Box D, 204 Mill Street
Occoquan, Virginia   22125
703-491-1884

HALL RENTAL CONTRACT

I, __________________, Phone #_____________, Email ____________________ wish to enter into a contract with Hawkins-Reeve Post 7916, Veterans of Foreign Wars of the United States located at 204 Mill Street, Occoquan, Virginia to rent the venue hall located on the second floor.
I am (please select one: VFW 7916 Member_____; VFW Member (Non-Post 7916) _____, not a VFW Member____
Date of event: _______________	Timeframe for the event: ______________
Type of Event: ______________	Estimated Attendance: (Max is 90): _____
Will Post 7916 be catering?   Yes: _____	No: _____ 
If no, name of catering company: _______________________________________
(There will be an additional $250 charge when outside food is utilized) 
Will you be serving alcoholic beverages?	Yes: ____ No: ______
(Post 7916 can provide beer and wine as part of its catering options)

I understand that:
Payment Terms & Schedule
· Rental Fee: VFW/Auxiliary members from Post 7916 (which includes use of tables and chairs) on the second floor is $300.00 for 4 hours. VFW Members not associated with Post 7916 is $500.00 and non-VFW Members are $600.)
· An additional fee of $150.00 will be charged for each additional hour. (2-hour special price for My Fed University $250)
· Deposit: A non-refundable security deposit of $200.00 is due upon signing this contract to secure the reservation date and time. To cancel your reservation, a written request must be submitted a minimum of fourteen days prior to the event, or your deposit will be forfeited.
· Final Payment: The remaining balance, including fees for any selected optional services, is due in full 7 days prior to the event date. Failure to pay the full balance by the deadline may result in the cancellation of the reservation and forfeiture of the deposit.
· Catering: Catering service will require a 50% down payment two weeks prior to the event.
 Hall Rules & Conduct
· Alcohol consumption will be administered by an ABC 7916 Post Bartender.
· All alcohol must be maintained and consumed within the confines of the second-floor rental hall. Consuming alcoholic beverages outside the hall is a violation of law and will result in immediate termination of the event. 
· No weapons are allowed in the building. 
· Illicit drugs are prohibited and will result in notification of legal authorities.
· Excessive noise or unruly behavior will result in termination of the event.
· Showing of pornography and/or nudity is prohibited.
· The building is a non-smoking facility.
· All personnel must depart the building no later than 2400 hours (midnight) on Friday and Saturday nights. Sunday through Thursday, all personnel must depart from the building no later than 2200 hours (10:00 p.m.). 
· No decorations will be attached to the ceiling fans.
· The use of adhesive tape on the walls and doors is prohibited.  
· The hall will be left in the same state of cleanliness that the renter accepted prior to the event. The renter will ensure the hall is clean upon vacating the premises. Cleaning can be provided for an additional fee.
Deposit Refund & Damage Assessment: 
· The $200.00 security deposit is refundable following the post-event joint inspection, provided the hall is left in acceptable condition and no damage occurs. If no damages or policy violations are found, the deposit will be refunded via original payment method within 5 business days following the event. If damage exceeds $200.00, the renter will be invoiced for the remaining repair costs.  A joint inspection will occur between the renter and a designated VFW representative prior to the event and after the event. The renter will be billed for any damage that occurred during the event. 
Optional Services: 
· Set up tables and chairs: $100.00
· Cleaning fee, to include storing of tables and chairs: $200
· Tablecloths: vinyl free; cloth $10.00 per table
· Upgraded Flatware & Utensils: $2.50 per person
· Bartender fee: $35 per hour for a minimum of 5 hours (includes set up)
· Appetizer Butler: $35.00 per hour 
· Chafing dishes: $15 per chafing dish and includes heating fuel

Rental Fee Breakdown:
· Base Rental Fee (4 Hours): 
· Additional Hours ($150/hr.): $________
· Optional Services Subtotal: $________
· Security Deposit Paid: $200.00
· Catering: _________
· Total Balance Due: $________
· Balance Due Date: $___________
Total Rental Fee: __________________
RENTAL AGREEMENT
By signing below, I agree to conform to all rules and regulations as set forth by the Veterans of Foreign Wars, Post 7916 and the Commonwealth of Virginia. I agree to pay for any damages or loss of property that are a direct result from this event. I am further responsible for ensuring that my caterer and all other paid or unpaid outside subcontractors used by me will also comply with the rules.
SIGNED ________________________	DATE _______________________
			Renter

SIGNED ___________________________ DATE: ______________________	VFW Post 7916 Representative
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