Cicero Town Hall
N9195 County Hwy X
Black Creek, WI 54106
You have reserved the town hall for the date of: __________________________
Contact Person:  Lori Klevesahl 920-833-9735
Call Lori at least 3 days before the event to confirm the time to have the town hall open.  At that time someone will show you around and explain how to lock up.  If multiple openings are needed an additional charge will be assessed.

Enclosed are the Rules the Town Board requires all renters to read and sign.  If you have any questions, please call 920-833-9735 or 920-843-2305 to discuss them. 

· Sign the rule sheet and return it in the enclosed envelope.
· Enclose a $50.00 payment for the rental. Also include a separate refundable payment of $50.00 that will be refunded if the Town Hall is clean and undamaged after the rental. Renter will be invoiced for any excessive cleaning or damage costs incurred that exceed the deposit amount. Make check payable to the Town of Cicero.
· Mail check to: Lori Klevesahl, W5402 Brugger Rd. Black Creek, WI 54106
The Town Hall offers the following for your use:

· Refrigerator, stove, freezer, microwave, 2 coffee pots, and medium size Nesco

· 13 Tables, 125 chairs
· Video projector & screen
· IF SEPTIC ALARM IS SOUNDING IN BASEMENT CALL ONE PERSON LISTED:

Steve Hackl   920-843-2305  or  920-833-7527

Dave Vandehei  920-228-0338  or  920-833-9895

We will not expect or require any extensive cleaning of the hall after your event.  

· Place table and chairs back as they were.
· Wipe off all tables, and chairs.
· Sweep the floor and wipe up spills.
· Bag up all garbage and place in dumpsters outside, by front door.
· Place recyclable items in the marked container outside, by front door.
· Check bathrooms.
· Turn heat or air conditioning back to original settings.
· Leave a note for any supplies that need replenishing. 
Thank you for using our town hall.  We hope it was enjoyable and convenient for you.  Please consider doing so again in the future.  
Sincerely,

Lori Klevesahl 

Cicero Town Clerk 
920-833-9735
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