 MILFORD SENIOR CENTER, INC.

111 PARK AVENUE

MILFORD, DELAWARE 19963

(302) 422-7310

RENTAL GUIDELINES 

Bookings for room rentals are to be made through Jeanette Quillen, Banquet Coordinator.


I HAVE READ THE FOLLOWING GUIDELINES AND AGREE TO ABIDE BY THEM.      

________________________________                 _______________________________

                        (DATE)






(RENTER)

1)
Milford Senior Center is a SMOKE-FREE FACILITY.  A covered, outdoor area for smoking is provided.  This policy is strictly enforced.  Please help us to see that your guests adhere to this policy.

2)
Occupation of the building pertains only to those areas rented.  If the monitors show guests in a non-rental area, they will be asked to return to the rental area.  Refusal is grounds for eviction from the facility.  The halls are not playgrounds.

3)
Arrangements for viewing, decorating and deliveries must be made through the Banquet Coordinator.  Please remember that the facility is a senior center and renters should not infringe on the scheduled events of the seniors.  All booked events must end by midnight.  Requests for time extension of the event made on the day of the event will be limited to one additional hour at fee stated in contract.  

4)
The Banquet Coordinator will be glad to offer suggestions and decorating ideas.  NO ADHESIVES are to be used on the walls, pillars or stage.  Smoke or fog machines will set off the smoke alarms.  Loose balloons will cluster around the air vents and tangle in the chandeliers.  Tapered candles are permitted but they do burn down quickly due to ventilation system.  PLEASE NO GLITTER ON TABLES.  It is annoying to guests and very difficult to clean up.

5)
All trash must be placed in receptacles provided.  Decorations are to be removed at departure time.  Please keep all food within the Crystal and Ireland Rooms.  The Center cannot provide take-out dishes or foil for leftovers.

6)
Lighting, temperature control and sound system (microphones) are the responsibility of the center staff and never the renter.  All rentals include the use of a podium and one microphone.  Additional use of the sound system may incur a $25.00 fee.  Children are welcome but for there safety and our liability, we must request that they be under supervision at all times.  The lobby and restrooms are not playgrounds.

7)
Use of Kitchen items must be requested of the Banquet Coordinator.  Spills must be cleaned up immediately.  Call staff.

8)
Alcohol served at events must be arranged through the Banquet Coordinator and adhere to our Gathering License restrictions, which require that the Center purchase all alcoholic beverages.  You may request brands and specific kinds of alcohol.  The renter must pay bartenders’ fee. 

9)
The only entrance is the Main Lobby door under the portico.  There is parking in the senior center lot and several free nearby city lots.  Please do not let people enter the building through the exit doors.

RENTAL FEES: 

Ireland Room (seats up to 56 at tables) $200.00 (4 hour rental)



     
Activity Room (seats up to 40 at tables) $200.00 (4 hour rental)



     
Crystal Room (seats up to 260 at tables) $400.00  (4 hour rental)



     
Crystal Room (seats up to 260 at tables) $500.00  (4 hour rental – wedding package)

