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174 Water Street, PO Box 325, Alden, MN 56009
Phone: 507-874-3620 Fax: 507-874-3636

Email: cityofalden.mn@frontiernet.net
CITY HALL RESERVATION FORM
Applicant Name_________________________________________________________​​​____________
Address_____________________________________City______________State_____Zip_________
Organization_______________________________________________                        (  Non-Profit
Phone____________________________________________(Other)___________________________
RESERVATION DATE _______________________________

Will alcoholic beverages be used/served?      ( Yes   ( No

*Alcoholic beverages may be allowed under the conditions that 1) a state liquor licensed 
catering business will be serving the alcoholic beverages at a ‘cash bar only’ in 

conjunction with a meal being served, and 2) proof of Liquor Liability Insurance 
($1,000,000 min.),with the City of Alden named as an additional insured, must be 
provided to the City a minimum of 30 days prior to the rental date.
Keys: City Hall Key must be picked up from the City Office during regular business hours: Mon. – Thurs. 8AM – 4:30PM, or 
Fri. 8AM – NOON. Please return the key to the drop slot between the double doors at the City Office or in the City Office during regular business hours. (Will need to sign City Key Agreement prior to obtaining a City Hall key)
Occupancy: The maximum occupancy of the hall is approx 250 people. There are approximately 8 - 60” round tables, 3 - 30” x 72” tables, and 4 banquet tables, along with multiple folding chairs for use.
Decorations: Any decorating must be done in such a way as to not damage painted walls. All decorations should be removed upon cleanup.

Use & Clean Up: You must provide your own dish towels and rags. Tables, countertops, sinks, stoves, etc. should be wiped down. Two garbage bags will be provided. Garbage should be cleaned up, bagged, and carried to the dumpster in back of City Hall. Please remove all personal items, including leftover food. Please inspect bathrooms, close opened windows, turn off lights and fans, and lock the back/front doors prior to leaving. SEMCAC dishwasher, dishes & utensils are not to be used. 
( SMOKING & ANIMALS ARE PROHIBITED IN CITY HALL (
Waiver:

Rental Party/User shall defend, indemnify and hold harmless the City and its officials, employees and agents from any liabilities, judgments, losses, costs or charges (including attorneys’ fees) incurred by the City or any of its officials, employees or agents as a result of any claim, demand, action or suit relating to any bodily injury (including death), loss or property damage caused by, arising out of, related to or associated with the use of the City Hall by the Rental Party/User or by the Rental Party’s/User’s guests or invitees. Rental Party/User will replace any damaged property.
Signature____________________________________________________ Date__________________



Rental Rate: $75.00/day


*Due upon reservation & nonrefundable





Deposit: $100.00


*Deposit is due when picking up the key. Deposit is refunded if the facilities are left in the same condition found, or renter will be charged for cleanup at a rate of $25.00/hour, minimum of $50.00.











Rental Fee of $75.00 Received On _____________________ Check/Cash________________
Deposit Fee of $100.00 Received On _____________________ Check/Cash________________

