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1. This hall rental agreement is between the Shawnee Home Association (SHA), dba Knights of Columbus, 
and the Renter. 

2. The hall is available for rent by an individual adult, 21 years of age or older.  The hall rental agreement 
must be in the individual's name and signed by the individual.  The individual signing the agreement is 
considered the responsible party and is liable for the actions of guests, damages, and payment.  Once 
this room rental agreement is signed, it may not be transferred to another person. 

3. RESERVATIONS IN ADVANCE - Reservations may be made up to one year in advance and is available 
on a first come, first served basis.  A calendar showing hall availability may be viewed at 
http://kofc2332.org/.  Hall availability as shown on the calendar is subject to any prior rental agreement.   

4. Reservations for a year in advance will be accepted on the first working day of the month for the same 
month of the next year (e.g. January 2013 rentals are accepted the first day of January 2012). 

5. DAMAGE/SECURITY DEPOSIT - A damage/security deposit is required for all hall rentals at the time the 
Rental Agreement is signed.  All checks are cashed and deposited upon receipt.  Checks will not be held 
and post-dated checks are not acceptable.  In the event that damage exceeds the security deposit, the 
SHA may assess additional charges.  The hall will be inspected by the Hall Manager or a SHA 
representative after completion of the event and clean-up.  If the hall is found to be in satisfactory 
condition, the Hall Manager and Renter copy of the hall rental agreement will be approved for full refund.  
A refund check for the damage/security deposit will be mailed to the Renter of the hall within ten (10) 
days.  If the hall is found to be unsatisfactory, the Hall Manager and Renter copy of the hall rental 
agreement will be annotated in the comments section with description of unsatisfactory condition and 
disposition of the damage/security deposit (e.g. additional costs deducted from refund).   

6. RENTAL DEPOSIT - A rental deposit equal to 50% of the total rental fees is required at the time the 
Rental Agreement is signed.  The balance of the total rental fees is due no less than two weeks prior to 
the event.  Failure to pay final balance at least two weeks prior to the event will result in cancellation of 
event and loss of damage/security and rental deposit.  

7. CANCELLATIONS - In order to receive a full refund, cancellations must be made no later than one 
hundred twenty (120) days prior to a scheduled event.  Cancellations made less than one hundred twenty 
(120) days prior to a scheduled event are subject to the loss of the rental deposit.  Cancellations made 
less than sixty (60) days prior to a scheduled event are subject to loss of the damage/security deposit 
and the rental deposit.   

8. CLEAN-UP - Renter is responsible for clean-up of the hall at the conclusion of the rental that includes 
removal of all items, food, beverage, tablecloths, table decorations, trash pick-up, removal of decorations, 
removal of trash to outside dumpsters, and stack chairs on tables.  The hall should be left in the condition 
it was found.  Failure to clean-up hall will result in forfeiture of damage/security deposit. 

9. SHA will have right to enter hall during rental setup and occupancy. 
10. No birdseed, rice, artificial or real flowers, or loose materials may be thrown inside or outside the building.  

No loose glitter, sparkles, sequins, artificial flower petals etc., may be used for decorations. No bubbles 
inside of hall or on grounds around hall. 

11. DECORATIONS - No decorations are allowed on walls, ceilings, or lighting fixtures.  The use of 
cellophane, adhesive tape, nails, staples, screws, etc. is not permitted.  If masking tape is used, it must 
be removed at the end of the rental. 

12. Any decorating, covering, or changes to the facility should be discussed at time of the rental agreement 
submission with the representative of the SHA and put in writing as part of the rental agreement.   

13. The use of tables, chairs, and other equipment is available for use within the hall.  The tables and chairs 
may not be moved outside of the hall.  Placement, relocation, or arrangement of equipment other than 
tables and chairs is not permitted.  Outside tables and chairs may be brought into the hall by the Renter 
subject to approval by the SHA.   

14. All decorations shall be put up and taken down during the hours specified in the rental agreement.  
Advance setup of decorations and other items outside of the time specified in the rental agreement is not 
allowed unless approved by the rental representative of the SHA. 

15. Storage facilities are not available for use by Renter. All items must be removed at the end of the rental.   
16. All setup and clean-up by Renter must be completed within the time specified in the rental agreement.  
17. Foreign substances may not be used on the floor. 
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18. The hall rental shall include light, heat, cooling, and janitorial service incidental to ordinary building 
usage. 

19. The hall rental shall include use of the ice machine, stove, and refrigerator.  Use of non-Renter supplies 
is not permitted (i.e. the supplies stored in the room containing the ice machine or storage room located 
next to Men's restroom). 

20. ALCOHOL - The serving or consumption of alcohol inside the hall is allowed under Section 5.28.035 of 
the Shawnee Municipal Code.  Serving or consuming alcohol outside of the hall is prohibited. Those 
using the hall must comply with City, County, and State laws and ordinances.  A rental that includes 
consumption of beer or alcohol is required to provide one (1) security officer from the City of Shawnee 
Police Department (913-742-6878).  Based on the type of event, the SHA may require additional officers.  
The cost of the security officer(s) is at the Renter's expense.  Alcohol may not be taken outside of hall. 

21. The use of keg beer is allowed but must be purchased and supplied by the SHA.  Keg beer supplied by 
the hall will include use of serving equipment (tap) and CO2.  Wine and alcohol may be supplied by 
Renter.  If keg beer, wine, or alcohol is served or consumed, a bartender supplied by the SHA is required.  
If number of guests at hall rental event exceed 150 people, a second bartender is required.  The Renter 
is required to declare number of guests on the hall rental agreement.  The SHA reserves the right to 
charge for additional bartender if actual number of guests exceeds the declared number of guests in the 
hall rental agreement.  The cost of the bartender(s) is at the Renter's expense.   

22. The maximum capacity of the hall is 250 people and the Renter agrees not to exceed this limit. 
23. Renter must identify type of function (i.e. wedding reception, private party, social organizations, meetings, 

etc.) will be held during hall rental.  Rental of the hall by an individual or company for a company activity 
or function or for a profit making activity must be approved in advance by the SHA..  If proceeds from an 
activity are being raised for a charity, the charity must be identified in advance on the hall rental 
agreement and approved by the SHA. 

24. Smoking is not permitted anywhere inside the hall.  Non-compliance can result in forfeiture of 
damage/security deposit. 

25. Gambling is prohibited with the exception of bingo that is in compliance with all City and State 
regulations. 

26. All persons using the hall shall be properly clothed, including shirts and shoes. 
27. No animals are permitted inside the hall (except for Seeing Eye dogs), except as part of a program 

authorized in advance by a representative of the SHA. 
28. Renter shall vacate the hall at the time designated by the rental agreement.  Failure to comply may result 

in extra charges. 
29. Any person violating the established rules and regulations or constituting a nuisance may be requested to 

leave the hall and grounds.  Misuse of the hall shall be sufficient reason for terminating the agreement. 
 
IT IS UNDERSTOOD THAT THE SHA, KNIGHTS OF COLUMBUS COUNCIL 2332, ITS OFFICIALS, 
OFFICERS, AND/OR EMPLOYEES ARE NOT RESPONSIBLE FOR ACCIDENTS, INJURIES, ILLNESS, ACTS 
OF GOD, OR OTHER NATURAL DISASTERS, OR LOSS OF GROUP OR INDIVIDUAL PROPERTY 
RELATING TO THE USE OF THE SHAWNEE HOME ASSOCIATION HALL. 
 
I HEREBY RELEASE THE SHAWNEE HOME ASSOCIATION OR KNIGHTS OF COLUMBUS COUNCIL 2332 
OF ANY CLAIM THAT MAY ARISE OUT OF THE RENTAL OF THE HALL. 
 
I HAVE READ AND AGREE TO THE RULES AND REGULATIONS AS OUTLINED IN THIS DOCUMENT. 

 
    

Signature of Renter  Printed Name of Renter Date 
    

Signature of SHA Representative  Printed Name of SHA Representative Date 

 


