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VILLAGE HALL CHAMBER 

RENTAL APPLICATION 
(Updated August 29, 2023) 

 

 

Applicant's Name: 

 
Home Address:  

 
City: State: Zip Code:  

 
Phone Number: Email Address:  

 
Event to be Held:  

 
Event Date: Event Start Time: Event End Time:  

 
Event Set-Up Time Window: Event Clean-Up Time Window: Amount of 

Guest: 

 

 
Applicant's Signature: Date:  

 
                     

OFFICIAL USE ONLY  

Is applicant a Village of El Portal Resident: Was a Village of El Portal Police Officer hired 

for the event: 

 

 
Date deposit was received: Date final payment was received: 

 

 
APPLICATION DETERMINATION  

Approved                        Denied 
 

 
Village Manager’ Signature: Date:  
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About the Space 

 

The Village of El Portal Village Hall Chamber (Hall) is available for rental for private, non­ 

government events from 10:30AM to 10:00PM, for reasonable and prudent use. The space includes 

the Village Hall Chamber including a large dais, two restrooms, a kitchen with a pantry (to remain 

locked), sink, refrigerator and microwave, and eight 70­inch round tables and stackable armchairs. 

Limited parking is available (approximately 20 spaces). Use is on a "first­come, first­ served" basis 

through application submission to Village of El Portal Office Administrator and upon approval by 

the Village Manager in accordance with the information including rules and regulations outlined 

in this document. The Village Manager reserves the right to deny any application without cause. 

 

 

Rental Security Deposit 

 

A $350.00/$450.00 Security Deposit shall be collected at the time of rental application, payable 

by credit card only. Please see attached credit card authorization form. To secure the facility for 

your event time and day, Village of El Portal residents pay $350.00 and non­residents pay $450.00. 

The refund of the security deposit is conditional upon the restoration of the Village Hall Chamber, 

furnishings, and amenities to their previous state of cleanliness and repair. Forfeiture of the 

Security Deposit funds is based on conditions such as uncleanliness, trash removal, broken or 

missing furniture or furnishings, and any damages to the property. If any repair or cleaning exceeds 

the deposit amount, an invoice will be presented for immediate payment. 

 

The Village Hall Chamber is home to a large marble dais with electronic equipment, two podiums 

with electronic equipment, captain's chairs, electric water cooler, and a covered antique piano and 

bench. These items are not to be utilized or played. Additional fees will be collected for the use of 

the piano at time of this application, or they will be deducted from the security deposit and/or an 

invoice shall be presented for immediate payment at the end of your event. If you would like to 

utilize the antique piano for your event, please let us know and arrangements for maintenance of 

the piano will be made in advance of your event. 

 

 

Rental Fees and Requirements 

 

In addition to completing this application and payment of a security deposit, a rental fee, paid by 

credit card only, as outlined below is required due 10 business days before your event, and you 

must hire an Off­Duty Village of El Portal Police Department (EPPD) Officer as security for the 

day of the event to be coordinated through the EPPD at pdspecialevents@villageofelportal.org. 

 

The EPPD Off­Duty Police Officer fee is $75.00/hour per officer with a four (4) hour minimum. 

This is a separate fee that must accompany an EPPD Off­Duty request, paid and processed by El 

Portal Police. Please contact EPPD at its non­emergency phone number 305­4POLICE/ (305) 476­ 

mailto:pdspecialevents@villageofelportal.org
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5423 to confirm your off­duty police presence at your event and to coordinate entry into the event 

space on the day of your event. 

 

 

Village Hall Chamber Rental Fee 

 

The Hall Rental Fee for your event is due 10 business days before your event: 

 

 

Village of El Portal Residents: $600.00 

Non-Residents: $800.00 

 

 

Proof of residency is required at the time of application. The Security Deposit, Off­Duty Officer 

Fee, and Rental Fee are all separate fees that comprise the total cost of the Village Hall Chamber 

rental. 

 

 

Additional Rules and Regulations: 

 

1. The maximum capacity for the event space is 75 persons. 

2. Parking at and around the Village Hall is limited to 25 vehicles. Any vehicle parked on 

neighboring lawns without permission of the EPPD will be ticketed or towed. Parking is 

only allowed in designated parking spaces on the west side of the Village Hall and along 

the west side of the railroad tracks to the east of the Village Hall Complex. Please also 

ensure that you and your guests do not park on the right­of­way directly in front of the 

Village Hall Complex as it is a private residence in Miami Shores Village subject to towing 

by Miami Shores. 

3. The space rental must be approved by the Village Manager before the event. The security 

deposit are to be presented with the application. 

4. Upon inspection and clearance by the Village of El Portal Administration, a check for all 

or a portion of your security deposit will be mailed to you within 14 business days. No 

security deposit shall be refunded where the Village Hall is less than equal appearance as 

presented to the applicant. If the Village Chamber Hall sustained damages that exceeded 

the amount of your security deposit, an invoice will be mailed to you to be paid 

immediately. 

5. All security deposits are non­refundable unless the reservation of the space is cancelled no 

less than ten (10) business days before the scheduled event. 

6. Applicant is responsible for the actions of all guests, participants, contractors and 

subcontractors, deliveries and cleaning related to the event. No Village of El Portal staff 

will take delivery of items or attend to event contractors to prepare the space for the event. 

7. Applicant is responsible for equipment, materials delivered before the event or remaining 

after the event. 
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8. Alcoholic beverages and/or loud, obstructive, offensive conduct are not permitted within 

or around the Village Hall Complex. If guests/participants of the event are found to have 

open containers or participate in illegal drug use on the premises, the event will be shut 

down immediately and rental/deposit fees will be forfeited. 

9. The Village Hall Chambers and property must be vacated and secured by the contracted 

end of the event or no later than 10:30PM. 

10. The applicant and guest/participants hereby agree to hold harmless and indemnify the 

Village of El Portal, Village Staff, EPPD Police and Village Council from any and all 

claims, liability, loss, and causes of action which may arise out of the use of the Village 

Hall Chambers per the event. Additionally, said applicant shall pay all claims and losses of 

any nature, whichever, in connection therewith and shall defend all suits and judgments 

issued relating to the event. 

11. Exceptions to deposit forfeiture and waiver of fees may be granted by the Village Manager 

upon good cause and at her/his discretion. 

12. The Village of El Portal Administration will discontinue any rental of the facility in times 

of emergency weather, public health, or public safety threats and conditions. 

 

 

As the applicant or authorized representative of the applicant, the signature below indicates 

an agreement to abide by the rules and regulations as herein listed. 

 

 

 

 

_____________________________________________                          ____________________ 
(Applicant’s Signature)                                                                                                      (Date) 

 

 

 

_____________________________________________                          ____________________ 
(Village Manager’s Signature)                                                                                           (Date) 
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Rental Checklist 

 

Return of your security deposit is contingent upon return of the Village Hall property to the 

condition in which it was presented pre­event. All items must be clean and functional as delivered 

for the event. When you do your walk­through, please acknowledge the condition of these items 

with a check mark. On the business day immediately following your event, a post­event walk­ 

through will be completed before a security deposit is returned. 

 

Please enjoy your event.  

 

Village of El Portal Administration 
 

 Pre-Event Post-Event 

Kitchen Overall   

Microwave (Function and Cleanliness)   

Refrigerator (Function and Cleanliness)   

Pantry (Locked and Unused)   

All Trash and Waste Removed from Facility (Dumpster in East Parking Lot)   

Restroom (Function and Cleanliness)   

Dais, Captain’s Chairs, Podium, Electronics, Water Coller (Unused, on Stage)   

Hall Chairs and Tables (Neatly Stacked and Arranged)   

Village Hall Chamber Overall   

Antique Piano and Bench (Unused, Covered in Place)   

Comment(s):   

 

 

 

_____________________________________________                          ____________________ 
(Applicant’s Signature)                                                                                                      (Date) 

 

 

_____________________________________________                          ____________________ 
(Village Official Signature)                                                                                               (Date) 
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