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COMMUNITY CENTER RENTAL CONTRACT 
Village of Twin Lakes 

105 E. Main Street · Twin Lakes, WI 53181 (262)877-2858 
 

 

RESERVATION DATE:  EVENT:    

Renter’s Name:  Organization Name:   

Email:    Village Resident?  Yes ☐                 No ☐ 

Address:    City/State/Zip:  

Primary Phone:    Other Phone:   

Alternate Contact Name:    Alternate Contact Phone:  
 

RENTAL INFORMATION:  

Type of Event:    

Time of Event:  am / pm to  am / pm (Include setup and cleanup time) 

Maximum # of Participants Expected:   ☐ Private Event ☐ Open to the Public 

Community Center  
105 E. Main Street 
Entrance on Lance Drive 

 
 

☐ Civic Organizations: $75 (Resident) $150 (Non-Resident) 
(Civic Organizations defined as Homeowners Associations, Government Entity, Girl/Boy 
Scouts, 4H, American Legion, Lions Groups, Senior Association) 

 ☐ Security Deposit $1,000 / per rental day 

TOTAL DUE: $   

NOTES: 
 
 

PLEASE READ: 
Any person or group wishing to reserve a Village facility must submit this completed contract form with appropriate fee and deposit to the Village 
Office. All reservations must be made 5 business days in advance of the event. Requests will be accepted on a first-come, first served basis, subject to 
space availability. 
 

CANCELLATION — The full fee and deposit amounts will be refunded if the reserving party cancels the reservation not later than 14 days prior to 
the reservation date. Cancellations after 14 days prior to the reservation date will receive a refund of the full deposit and half the rental fee. 

 

By signing below, I hereby acknowledge that I have completed the above information to the best of my knowledge, read the above information, 
received a copy of the Rental Rules, and will agree to all said rules and guidelines governing the use of the Village Community Center. The 
undersigned applicant further agrees on behalf of him or herself and all users of the Twin Lakes Community Center under the auspices of this 
application to indemnify and hold harmless and release the Village of Twin Lakes, its officers, elected officials, agents and insurers as and 
against any and all actions, demands, damages, causes of actions and claims of any kind or nature, including actual attorney’s fees arising from, 
or in any way attributed to, in whole or in part, the granting of this application and/or the use of the Twin Lakes Community Center by the 
applicant or anyone participating in or involved with the event which is the subject of the application. Notwithstanding the foregoing, the 
applicant shall not be required to indemnify the Village against the Village’s own negligent or intentional conduct. By signing this agreement, 
I/we acknowledge that I/we have read it, and the rules and guidelines in its entirety, have given its terms due consideration, understand said 
terms and understand that I/we are freely and voluntarily giving up certain rights. I/we further intend that this agreement shall be binding upon 
all of our heirs’ successors and assigns. 

Signature:  Date:    
 

FOR OFFICE USE ONLY: 
Date Reservation Made:      Staff Initials   
 

Amount Paid:   Deposit:    Deposit Returned:    Village Check #     
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VILLAGE OF TWIN LAKES 
COMMUNITY CENTER 

RENTAL RULES & GUIDELINES 
 
 

RESERVATIONS: Reservation request will be taken on a first come, first served basis, subject to space availability. Reservations can only be 
made 4 months prior to the event, and 5 business days in advance of event. The Village of Twin Lakes reserves the right to refuse any lease 
request at any time, and reserves the right to cancel a reservation at any time if the room is needed for Village business. Groups/users who 
utilize the facility on a regular basis are required to submit a new application each time. Applications will only be accepted with full payment 
of rental fee(s) and security deposit. The status order of a reservation is determined by the date of receipt by the Village of Twin Lakes of the 
signed application and payment, not the date of the initial inquiry. No telephone reservations will be accepted. 

HOURS: The Village of Twin Lakes Community Center is available for rental between the hours of 8:30 am – 10:00 pm. Premises must be 
cleaned and vacated by 10:00 pm or the ending time stated on the contract. It is important to allow for set-up and clean-up time when 
deciding your hours of usage. Another rental may be scheduled before or after your rental period. Any renter accessing the facility prior to 
their reservation may be subject to loss of deposit and loss of rental privileges for a year. 

FEES: Civic Organizations defined as Homeowners Associations, Girl/Boy Scouts, 4H, American Legion, Lions Groups, Senior Association: $75 
(Resident) $150 (Non-Resident). The Village of Twin Lakes Community Center meeting room is available with tables (8 circle, 6 rectangle), 80 
chairs, kitchen with microwave and refrigerator, restrooms, and off-street parking for groups up to a maximum of 150 people. 

CANCELLATIONS: The full fee and deposit amounts will be refunded if the reserving party cancels the reservation no later than 14 days prior 
to the reservation date. Cancellations after 14 days prior to the reservation date will receive a refund of the full deposit and half the rental 
fee. 

KEYS: The individual responsible for the rental will be issued a key to the Community Room entrance. Keys must be picked up from the 
Village of Twin Lakes Police Department (920 Lance Drive) the day of the event, and returned immediately after the event to the Police 
Department. The applicant must lock the doors after the event. If doors are left unlocked after the event, applicant will lose $100 of their 
security deposit and be liable for any damage that may occur. 

SECURITY DEPOSIT: A security deposit will be charged to all groups renting the facility for loss or damage to keys, equipment damage, 
contacting of Village staff during non-business hours, damage and/or clean-up costs. The deposit will be returned after the facility and/or 
equipment is inspected by Village staff and is found in good condition. The Village will refund the deposit amount within 30 days after the 
last day of the reservation provided the inspection passes successfully. Please advise Village Hall as soon as possible if there is any problem 
with the appliances, restrooms, tables, windows, etc. If the facility is damaged as a result of an event or rental, the cost for the labor and 
materials used for repair will be charged to the event renter.  

Damage deposits are 100% refundable as long as all of the following conditions are met: 

1. The facility (including outside) is left in a clean and orderly manner. 
2. Use of the room does not exceed the scheduled time. 
3. All tables, chairs, and equipment are accounted for and undamaged. 
4. Additional staff time is not required as part of the rental. 
5. Damage to the building has not occurred. 
6. All rules/guidelines governing rental usage of the Village of Twin Lakes are met. 

If these conditions are not met to the satisfaction of staff per these guidelines, an appropriate fee will be deducted from the damage 
deposit. If necessary, the Rental Applicant will be charged an additional fee to cover any additional costs. Rental Applicant shall be liable for 
any loss, damage, or injury sustained by virtue of the activity conducted. 

SET UP, CLEAN UP, & DAMAGE POLICY: The renter is required to set up and take down all tables, chairs, and personal equipment. The 
facility is expected to be left in the same condition the renter found it. The renter will be held responsible and billed for any unnecessary 
clean up, losses, or damages above and beyond your deposit as well as be subject to loss of rental privileges for one year. The Village of Twin 
Lakes is not responsible for any equipment or other items left at the Community Center at any time. The renter is responsible for doing the 
following in regard to cleaning and closing the facility: 

• Clean the inside of the building. Wipe down tables and chairs, sweep floor, remove decorations, clean bathroom and kitchen 
facilities, pick up garbage and empty garbage cans. All tables and chairs must be put back in the same place the renter found them. 

• Clean outside of the building. Clean up any debris left around the building from your rental and remove all supplies, equipment or 
objects you brought with you. 

• All garbage from inside and outside of the shelter must be bagged and placed in receptacles. All excess garbage which doesn’t fit 
in the provided receptacles must be removed from the premises. Use receptacles when available. 

• Recycling is mandatory. Please utilize the recycling containers for your plastic, glass, and aluminum only (no garbage). All recyclable 
material must be cleaned. 
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INSURANCE: Rentals open to the general public must provide a Certificate of Liability Insurance in the amount of $2,000,000 naming the 
Village of Twin Lakes as an additional insured, prior to the scheduled event. 

KITCHEN: The kitchen is to be used as a warming kitchen, and intended for catering and reheating only. Kitchen may not be used for the 
preparation of food. Kitchen includes: a large refrigerator with freezer, serving window, microwave, and counter top space with electrical 
outlets. It is the responsibility of the Rental Applicant to provide all cooking, serving, and eating dishes, utensils, and all other items not listed 
here. No one is allowed to store any items in the kitchen prior to or after the event. The Village of Twin Lakes is not responsible for any items 
left in the building at the conclusion of your event. It is the responsibility of the Rental Applicant to clean the kitchen at the conclusion of the 
rental. 

DECORATING INFORMATION: All decorations must be put up and taken down without damaging walls, woodwork, floors, ceilings, windows 
or blinds. Nails, tape, tacks, staples, and screws are prohibited. No open flame devices are allowed, which includes candles, hurricane lamps, 
lanterns, chafer dish, etc. Dance wax or any other types of dancing compounds are not allowed. The renter must remove decorations 
immediately following the event. 

SMOKING/TOBACCO POLICY: Smoking and the use of tobacco products or vaping is strictly prohibited inside and within 100 feet outside of 
the building at all times. 

ALCOHOLIC BEVERAGES: Consumption, distribution and selling of alcoholic beverages is strictly prohibited on premises. 

PARTIES ELIGIBLE FOR RENTAL: The Community Center may only be utilized by public non-profit groups, private non-profit groups, or 
governmental agencies. No Village facilities will be used by private individuals, businesses or corporations for money-making activities. No 
Village facilities will be used for political rallies, religious services, or fundraising activities. 

COMMERCIAL OR PROFIT-MAKING ACTIVITY: Commercial or profit-making activities/programs are not allowed except for 501(c)(3) 
organizations. 501 (c)(3) organizations may charge an entry fee and conduct raffles. You may not sell products, solicit donations, sell tickets, 
or offer other money-making activities. Facilities may not be used or rented for personal profit or for private lessons. A permit holder shall 
use only those areas and facilities that are specifically reserved and so designated on the permit. There shall be no subleasing of facilities 
reserved by permit.  

TENTS, BOUNCE HOUSES, INFLATABLE: Tents, bounce houses and inflatables are not allowed at the Community Center and are prohibited 
on Village property. 

ANIMALS: Animals are NOT permitted inside the facility, except for certified service animals. 

AV EQUIPMENT: Audio Visual equipment is NOT available. 

CONDUCT OF GROUP: The Rental Applicant identified on the application as representing the organization/group, shall be responsible for the 
conduct and control of both patrons and participants at the event/activity, and must be present at the facility throughout the entire time of 
the activity or designate an alternate adult supervisor. The supervisor shall remain on site until all members of the group have left the 
facility. Children must be supervised at all times by an adult. Rental Applicant should keep a copy of the permit and fee receipt to verify 
reservation. Permits must be exhibited to any duly authorized person. It shall be the responsibility of the Rental Applicant to pay for all 
damages or loss that are a result of the improper use or supervision of the facility, equipment, buildings, or grounds in addition to the 
Security Deposit. If your event requires police intervention, all of your Security Deposit may be withheld and the event may be terminated. 

DISTURBANCE: The Rental Applicant will be responsible for any charges incurred if the Village of Twin Lakes Police or Fire Department 
responds to the facility due to disturbances, and the event may be terminated. Permission to use Village facilities will be granted only where 
the function can be reasonably accommodated and such use will not unduly interfere with the rights of the general public, the prior use by 
others, or Village sponsored programs, and will not present a clear and present danger to public health and safety. Any permit granted may 
be revoked for misrepresentation in the application or violations of the terms and conditions of the permit, the ordinances, rules and 
regulations of the Village of Twin Lakes.  

If, during the course of any rental, the Village of Twin Lakes deems that the activities of any participant or spectator have become abusive or 
destructive of Village or private property or have become adverse of the permitted intent, the Village of Twin Lakes Police Department 
reserves the right to immediately interrupt, terminate, or cancel that event as necessary, in the interests of public safety. In such cases, 
Rental Applicant waives any claims for damages or compensation. 

EXTERIOR DOORS: All exterior doors, including patio door must remain closed (do not prop open). 

FIREARMS: No firearms or dangerous weapons are allowed. 

PROBLEMS: If any problems are experienced with your reserved facility on the weekend, or during non-office hours, call the Village of Twin 
Lakes Non-Emergency Police Department at (262)877-9056. In the event that Village staff time is utilized during non-business hours, you 
may be charged the hourly wage of the person responding to your call. You will not be charged if your call pertains to a building malfunction, 
key does not work properly, or other situation that is caused in part by an error of Village staff. 

Any deviation from the above rules may result in the renter forfeiting a portion or all of their security deposit, paying for damages, and/or 
loss of future renting privileges. The Village of Twin Lakes reserves the right to add, delete, or modify the rules and regulations regarding 

use of the Twin Lakes Community Center at any time. 
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