War Memorial Policies
(Renter – please read thoroughly and retain these policies for your records)
GENERAL POLICIES
1. The War Memorial is a Smoke-Free facility.  There is to be absolutely NO SMOKING OR USE OF E-CIGARETTES anywhere inside the War Memorial.  You must exit the building to smoke.  Please dispose of your cigarettes butts when you are through or you may be charged for clean-up if cigarette butts are found outside the facility following your event.
2. All guests, including the renter, are to be out of the building by 12:00a midnight. Failure to comply with this policy will cause the forfeit of your security deposit.
3. When vacating the facility at the end of your event, it is the responsibility of the renter to ensure that all doors are locked and inspect the center.  The contact numbers for the Event Coordinator is on the last page of these policies in case of an emergency. 
4. Alcohol is not permitted in the War Memorial 
5. Air conditioning units are to be turned off before leaving the facility, and heating units are to be turned down to 55 degrees.

6. Tables and chairs are not to be removed from the building for any reason, unless written permission is obtained from the Wetzel County Commission. Setup and tear down of tables and chairs is the responsibility of the renter. 
DECORATING
1. Under no circumstances are you permitted to tape or thumb tack objects to the ceiling or the walls of the building.  Below is a list of decoration options:

a. Using clips to clip items to the ceiling tile tracks is permitted providing that they are removed very delicately and not pulled/yanked down.

b. Masking tape may be used on the chair rail around the walls providing all evidence of it is removed during clean up.

c. Items may be place in the window sills.

d. Please be EXTREMELY careful when using candles.  Smaller votives used sporadically around the hall are a good choice.  Floating candles are also an alternative.  The tall tapered candles (the kind you see in candelabras) are prohibited.
e. Balloons are your best options for decorating.  You can use large bouquets of them around the room to add color or allow them to float freely on the ceiling and lay on floors. They must be removed at the conclusion of your event.
f. No products containing stain, food coloring, or dye are permitted in the building
g. Under no circumstances are you permitted to hang or tape anything to the sprinkler heads.  These are damaged easily and are very expensive to replace.
h. No emergency exits are to be covered or blocked.
CLEANING
· Sweep the floors
· Trash is to be taken out (four trash cans outside)

· Boxes or unwanted/unsold items MUST removed - boxes that are broken down can be left inside
EMERGENCY PROCEDURES
1. If the fire alarms go off, evacuate the facility and call 911 immediately, then a representative from the list below. Absolutely do not re-enter the War Memorial until an authorized person has instructed you to do so.
2.   Emergency contacts:

Lori Wykert                             

Events Coordinator                 304-266-1607 cell              
