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Room Rental Reservation Form 
 

Name of Organization__________________________________________________________   
 

Event or Meeting Title _________________________________________________________ 
 

Requested Date(s) ____________________________ Attendance__________ 
 

Set Up Time ________   Event Start/End Time ________/________   

 

 

1. Room Requested:   ____Fellowship Hall  ____  Kitchen   
 

2. Total Rental Hours: ______________   Rental Fee: $_____________  
 

3. Table/Chair Set Up Fee $50.  No charge if you do your own set up. 
 

4. Deposit & Rental Fees:  

• Deposit $150 Received Date: __________ $ ___________   Check # _________ 

• Rental Fee Received  Date: __________  $ ___________   Check # _________  

 

5. Applicant Name:___________________________________________________________  
 

Address_____________________________________________________________________ 
 
Contact Number (        ) ____________________Email _______________________________ 
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Room Rental Reservation Form – pg. 2 
Rental Questions: 

1. Is the event open to the public?  Yes/No _____ Will Attendees Be Charged?  Yes/No _____   

2. May we share your contact info (as a reference) to prospective attendees? _____Yes _____No 

3. Do you plan to serve refreshments/snacks with your own disposable plates/cups/plastic ware? _____Yes 

_____No 

4. Do you wish our personnel to set-up your tables and chairs?  Yes _____ No_____  

• Connect with the Rental Coordinator to confirm layout: __________________ 

5. Has checklist for guidelines and closing been provided to you?  ____Yes ____No 

6. Has the Rental Coordinator walked through the rental checklist with you? ____Yes _____No 

 

Please check all boxes below and initial, indicating you accept the following terms: 

 I have read and will comply with the Christ Lutheran Church Rental Policy and Guidelines. 

 Deposit will be paid at the time of reservation with rental fee to be paid either at the same time but at 
least within two weeks prior the rental date. 

 We will leave the room clean and complete all tasks on the Before You Leave Rental checklist. 

 If meeting room is no longer needed, I will notify the Rental Coordinator. 

 I understand that I will be responsible for any and all damages to church property exceeding the 
deposited amount.    

 I understand there is a no smoking or alcohol policy for rental events. 
 

I have read and understand above terms: __________________________________________ 
            Signature    Date 
 

Do you have sufficient liability insurance to cover any activities?   _____ Yes   _____ No 
 

Carrier Name:_____________________________  Coverage Amount:___________________ 
 

Indemnification of Christ Lutheran Church. User agrees that Christ Lutheran Church will not be responsible for any loss, injury or 
damage to persons or property which at any time may be suffered or sustained by lessee or by any person whosoever may at any 
time be using or occupying or visiting the premises or be in, on or about the same, whether such loss, injury, death or damage is 
caused by or in any way results from or arises out of any act, omission or negligence of user or of any occupant, visitor or user of any 
portions of the premises, or results from or is caused by any other matter or thing whether the same kind as or of a different kind 
than the matters or things above set forth. User covenants to save, defend, hold harmless and indemnify Christ Lutheran Church and 
all of its agents and employees from and against any and all claims, loss, damage, injury, cost (including court costs and attorney 
fees) charge, liability or exposure, however caused, resulting from, arising out of or in any way connected with user occupation and 
use of the premises.  

 

 

Signature of applicant _____________________________________ Date _______________ 
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Christ Lutheran Church Rental Policy and Guidelines 
 
Welcome and thank you for your interest in our rental facility at Christ Lutheran Church in Paddock Lake, WI.  
We are committed to providing a high-quality facility for your event and it is our goal to make your event one 
to remember.   
 
Reservations may be made up to twelve (12) months prior to your desired date.  Available rental times are as 
follows: 

Sunday    12:00pm to 9:00pm 
Monday – Thursday  8:00am to 9:00pm  
Friday and Saturday  8:00am to 11:00pm  
 

 
RENTAL PROCEDURES & DAMAGE DEPOSITS 

• To reserve a date, applicants must pay a reservation/damage deposit of $150.00.  Please note that the 
deposit is refundable as long as the room is left in the same condition that it was found.  Any party 
leaving without cleaning up could lose all or a portion of their deposit.  The damage deposit may also 
cover expenses related to additional cost for repair, replacement or damage related to your event.  
Additional charges will apply should the amount exceed the damage deposit.  
 

• The church sanctuary is off limits to all events. 
 

• Final payment and any special room requirements must be received by the Rental Coordinator at least 
two (2) weeks before the event. 

 

• Cash, checks and cashier’s checks are accepted as payment.  Rentals become final once the rental 
agreement has been completed, signed and deposit received. 

 

• Christ Lutheran Church reserves the right to refuse rental to any individual/group.  Events and activities 
held at Christ Lutheran Church will not conflict with the ideals and beliefs of Christ Lutheran Church. 
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Rental Fees 
*Special pricing may be available for rentals of two or more consecutive days 

  
Fellowship Hall  Time   Non-Members   
    Up to 6 hours  $150 
    Please request a quote for additional hours 
 
Maximum Capacity not to exceed 175 
Size of Fellowship Hall  30’ x 60’ (1,800 sq. ft.)   
 
Table/Chairs Set Up Fee $50 

  

 

• DATE CHANGES - Changing your rental date is possible if an alternate date is available.  Please contact 
the Rental Coordinator as needed. 

 

• ALCOHOL & SMOKING - The facility is alcohol and smoke free.  Smoking is allowed outside the facility 
as long as smoking occurs 25 feet away from any door, window or passage way (for cleanup, please 
check outside).  Any variance from the alcohol policy needs prior approval from the Rental Coordinator 
and/or Church Council. 

 

• DECORATIONS  Decorations are permitted.  Affixing anything to ceiling, walls, doors or windows must 
be done by a product that does not harm the walls, doors or windows (no tacks, nails,etc.)  No candles 
are allowed as decorations. 

 

• INSURANCE  Some special events and corporate hosted functions may require a Certificate of 
Insurance evidencing general liability insurance written per rental with no less than $1,000,000 single 
occurrence and $2,000,000 aggregate for personal injury and property damage, naming Christ 
Lutheran Church as an additional insured party.  Your personal insurance agent can assist you. 

 

• BEFORE YOU LEAVE To insure the return of your damage deposit, make sure you simply leave the 
room in the same shape that you found it, clean and useable for the next event.  Please follow the 
“Before You Leave Rental Checklist”.  Any cleaning and/or repairs that are required will be deducted 
from your deposit.  Please notify the Rental Coordinator of any damage or nonworking equipment. 
 

o See Page 5 for the Before You Leave Rental Checklist. 
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Before You Leave Rental Checklist 
 

 
Name of organization/person renting: ________________________________ 
 
Date of activity: _________________ 
 
Name of person checking out at end of event: ___________________________________ 

 

Cleanup Check List 

 Take out trash and recyclables.  Plastic items and aluminum cans that can be recycled should go outside and 
placed in one of the black recycle bins near shed.  All other trash placed in plastic bags, taken outside and placed 
in the trash dumpster near shed. No food items should be left inside the church. 

 Check inside and outside of both entryways for clean up. 
 Sweep and/or vacuum floors as needed (supplies in the closets by south doors). 
 Wipe down all tables and chairs. 
 Pick up any litter at entry ways. 
 All lights must be turned out (the lights outside are on a light sensor and should not be turned off). 
 Turn off all ceiling fans; turn down heat to 63 or air conditioning up to 75 degrees. 
 All doors and windows must be closed and locked. The outside doors can still be opened from the inside when 

locked. This allows persons remaining in the building to leave after the doors have been locked. 
 If kitchen equipment is used, please verify all items are cleaned and all electrical appliances shut off and put 

away. 
 Please make sure the rental area is left the way you found it and know we appreciate you! 

 

Thank you for renting with us!  
  
 
Event Completion Time: _______________  Signed ___________________________ 

 

Please note anything that the Rentals Coordinator should be aware of:  
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