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City of Brooklyn Meeting/Event Room Rental Agreement 
7619 Memphis Avenue 
Brooklyn, Ohio 44144 

 
Fire Station Community Room  8400 Memphis Ave. (rear of building) 
Capacity: 40 classroom style  
Room equipped with projection screen, sink, microwave, and refrigerator  
Hours: 10 a.m. to 10 p.m.  
Deposit: $100 
Resident/Resident Organization Hourly Rate: $30-(Mon-Fri); $40 (Sat & Sun) 
Non-Resident/Business Hourly Rate: $60 (Mon-Fri); $90 (Sat & Sun) 
 
Community Center  7727 Memphis Ave. (rear of building) 
Capacity: 300 event style or meeting style  
Hours: 5 p.m. to 10 p.m.  (Mon-Fri); 12 noon – 10 p.m. (Sat & Sun) 
Deposit: $200 
Resident/Resident Organization Hourly Rate:  $50 for half the room and $100 for the entire room (Mon-Fri); 
  $100 for half the room and $150 for the entire room (Sat & Sun) 
Non-Resident/Business Hourly Rate: $100 for half the room and $175 for the entire room (Mon-Fri);  
   $175 for half the room and $225 for the entire room (Sat & Sun) 
 
Keys are to be picked up and returned at the Brooklyn Fire Station, 8400 Memphis Avenue.  Use front entrance 
and pick up the red phone for assistance and sign-off. 
 
In case of emergency always dial 9-1-1.  If something occurs in the building that needs immediate attention (ex., 
electricity goes out, heat or AC not working, water line bursts…) please direct dial the Fire Station at 216-635-
4288.  If in need of immediate attention in the Community Center, please call the Recreation Dept. at 216-351-
5334. 
 
 
Rules & Regulations for Facility Rental  

1) Renters must be 21 years or older. Proof of identification/residency required for all rentals.  Users under 
the age of 18 must be supervised by the Renter and a sufficient number of adults in order to minimize 
the risk of harm to users and property.  Renter must be on premises for entire rental time. 

2) No alcoholic beverages are permitted.  No person under the influence of intoxicating liquors will be 
permitted on the premises or in any part of the premises. 

3) Smoking is only permitted outdoors in designated areas.  

4) An appointment must be made at least two weeks in advance of the event to sign a rental contract and 
pay a security deposit of $100 for Fire Comm. Room/$200 Community Center and the rental fee which is 
due 100% in advance.    

5) Payment must be made by cash or check and is required at time of contract signing. All checks should be 
payable to the City of Brooklyn. If the check is returned NSF, the contract will be void and the 
reservation will be cancelled. The City will require reimbursement for any fees associated with NSF 
checks.  

6) Reservations are on a first-come, first-served basis and city functions will take precedence.  
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7) There is a 2-hour minimum on all rentals. The facility is available in the evenings on the weekends until 
10 p.m. for the Community Center and 10 p.m. for the Fire Station Community Room. Please account for 
cleanup time because the facility will close by 10 p.m.  

8) Entry for both rooms will be made from the rear doors only.  

9) All other areas of the facility will be off-limits to all non-City personnel.  

10) It is the responsibility of the users to perform any and all necessary cleanup (removal of rubbish, floors 
cleaned and vacuumed, etc.) The users must place the garbage in the appropriate containers outside at 
the end of the event and must provide their own garbage bags.  

11) It is the users’ responsibility to make certain that all doors are locked at the conclusion of the event.  

12) You may bring your own coffee pots, crock pots or catered food. You may use the sink and refrigerator 
in the Fire Station community room.  

13) No nails, tacks, tape or other items that might injure or mar any part of the premises may be used on 
the walls.   No use of glitter or confetti. 

14) Candles, open flames or live-flame fires of any type are prohibited.  

15) Unless required to be permitted by federal or state law, animals are not permitted.  

16) The kitchen facility in the Community Center is off limits with the exception of the refrigerator and sink. 
Users are not permitted to use the steam table, silverware, oven or any items that belong to the senior 
center.  

17) Any damage to the facility will be the responsibility of the renter and will be billed accordingly.  

18) The renter may cancel the agreement 30 days prior to the event with a 100% refund and 14 days prior 
to the event with 50% refund. No refunds will be given if the event is canceled fewer than 14 days prior 
to the event.   If cancellation occurs 48 hours or less prior to event there is a forfeit of deposit fee.   

19) Following the conclusion of the event, the renter must return the Renter’s Exit Checklist form along with 
any keys provided to the Fire Station.  Users of the Community Center must leave the Exit Checklist ON 
the kitchen counter.  Failure to leave the completed exit checklist can result in delay or loss of deposit. 
 

General Provisions 
20) The renter agrees to assume full responsibility for the character, actions and conduct of all persons 

admitted by it to the premises and covenants that if any part of the premises is damaged by the act, 
default or negligence of the renter or renter’s guests.  The renter agrees to pay the City any actual 
damages exceeding the security deposit.   

21) The renter agrees that the City shall not be held liable or responsible to the renter for any damage 
caused by a failure to have the premises available in a case where said premises, or any part thereof, 
shall be destroyed by fire or any other cause, or if any casualty or unforeseen occurrence shall render 
the fulfillment of this agreement by the City impossible. 

22) The renter agrees that the City does not relinquish the right to continue the management of the 
premises and to enforce all necessary and proper rules for the regulation and operation of the same. 

23) The renter agrees that the rights and privileges granted under this agreement shall not be assigned or 
sublet without written consent of the City, nor shall the premises be used for any purpose than those 
identified in this agreement.   



City of Brooklyn Meeting/Event Room Rental Agreement (5/18) Page 3 of 5 
 

24) The City assumes no responsibility for any property being placed in the premises and the City shall be 
expressly released and discharged from any and all responsibility for any loss, injury or damage to 
person or property that may be sustained by reason of the occupancy of premises under this 
agreement.  

25) The renter agrees that he, she or it, and his, her or its users, members and guests, shall abide by, 
conform to and comply with all laws of the United States and the State of Ohio, and all ordinances of the 
City, and the rules and regulations of the City for the government and management of the premises, 
together with all rules and regulations of the Police and Fire Departments of the City, and will not do, or 
suffer to be done, anything on the premises in violation of such rules, laws or ordinances.  If City officials 
call the renter’s attention to violation of any of the provisions of this paragraph, renter will immediately 
desist and correct such violation. 

26) The City reserves the right to cancel this agreement if the Police Chief finds that the continuation of this 
agreement may result in either destruction of property, injury to persons, breach of the peace, or the 
maintenance of a nuisance. 

 
The above rules are mandatory. The city does inspections after each use. Those violating these conditions will 
not be permitted under any circumstances to use the facility in the future and their deposit will not be 
refunded. This applies to all people and organizations.  
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Rental Information 
 
Event Date: ____________________________  Time: _____________________________ 
 
Name of the Organization or Person (“Renter”):  ____________________________________________________ 
 
Contact Person (if different from above):  __________________________________________________________ 
 
Security Deposit Refunded to:  _________________________________________________________________ 
 
Address:  __________________________________________________________________________________ 
 
Email:  ____________________________________________________________________________________ 
 
Phone:  ____________________________________________________________________________________ 
 
Type of Event:  ____________________# of persons: _______________Food?____________________________ 
 
Room reserved: ____________________       
 
 

Acknowledgment 
 
I have read the City of Brooklyn Meeting/Event Room Rental Agreement and agree to abide by it. I am 21 years 
or older.  
 
Signature of Renter: _______________________________________ Date: ________________________ 
 
 
 

 
Internal City Use: 

 
City Representative: __________________________________ Date Received: _________________________ 
 
Date Contract Sent:  ________________________________________________________________________ 
 
Date Deposit/Payment Received:  ____________________________/___________________________________ 
 
Complied with Rules and Deposit Refunded:  _______________________________________________________ 
 

Notes: _____________________________________ 

             _____________________________________ 

             _____________________________________  
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City of Brooklyn – Meeting/Event Room Rental Renter’s Exit Checklist 
7619 Memphis Avenue 
Brooklyn, Ohio 44144 

 
This form must be completed, signed and returned with the keys to the Fire Station after the event has 
concluded.  Users of the Community Center must leave the Exit Checklist ON the kitchen counter. 
 
 
 Trash & Recycle – Trash and recyclables were properly bagged and placed in the container outside of the 

building.  
 

 Furniture – All tables and chairs were placed back in the location in which they were found.  
 

 Equipment – All equipment was returned to the proper location.  
 

 Floors – Floors were swept and spills were mopped.  
 

 Refrigerator & Countertops – All items were removed and countertops wiped. Microwave cleaned.  
 

 Water –All bathrooms and sinks were checked to ensure the water was off.  
 

 Lights/Fans – Lights and fans were turned off. 
 

 Windows/Doors – Windows and doors were closed and locked.  
 

 Damages – Use the bottom of the form to report any damages that occurred during your event.  
 

 Keys – Community Center keys were properly returned the Brooklyn Fire Station. (If no firefighters are 
present on the city grounds, keys may be returned to the mailbox located front atrium of the Fire Station.)  

 
 
Signature of Renter: _______________________________________ Date: ________________________ 
 
Verified:  _______________ 
 
Notes:  ______________________________________________________ 
              ______________________________________________________ 
              ______________________________________________________ 
 
 
 
 
 
 
 
v. 05.12.18 


