
 
 

 
 
Rental Reservations:  
 
Banquet and Meeting Rooms:  Margaret Leonard 
If you would like to reserve the Banquet or Meeting Rooms please call and 
schedule an appointment with Margaret at 248-370-9353.  Appointments 
available Monday – Friday, 8:00 AM – 4:00 PM. 
 
Gymnasium:  Brian Marzolf 
If you would like to reserve the Gymnasium please call and schedule an 
appointment with Brian at 248-370-9353.  Appointments available              
Monday – Friday, 8:00 AM – 4:00 PM. 
 
All reservations require the following payment at t ime of booking: 
Banquet Rooms – deposit paid in full and ½ of the rental fee. 
Gymnasium – deposit and rental fee paid in full. 
Meeting Rooms – deposit and rental fees paid in full. 
 
We accept cash, check or money order for payment. 
 
 
 
 
 



City of Auburn Community Center Facility Rental Inf ormation  
 
Room Rentals 
 
Specific areas of the Community Center will be available for rental provided the 
activities are compatible with the established facilities and hours of operation. 
 
 A. Availability 
 

1. Facilities will be available for rent during times when city 
sponsored programs, activities and events are not in session. 

2. Facilities are not available for commercial gain of any kind. 
3. Facilities will not be rented for any programs similar to City 

offered programs. 
4. Facilities are available under a “private party” use agreement.  

The applicant/sponsor of the activity is responsible for their 
groups’ actions including any damages or losses to the 
Community Center. 

  
B. Reservations 

 
1.  Reservations should be made at least a month in advance 

and will be handled on a “first come” basis. 
2. Facilities are for rental by all persons regardless of 

residency. 
3. Use of rental facilities shall be for public gatherings of a civic, 

cultural, educational, or social character, not for commercial, 
profit-making, or fundraising events.  No admission or fees 
shall be charged for a rental event. 

4. Use of rental facilities by Auburn Hills based non-profit 
groups will cost 50% less than the normal rental rates 
(minimum cost of Carriage Room is $10 per hour) 

5. Use of rental facilities by groups that are directly affiliated 
with the City of Auburn Hills organization may not be 
charged for meeting room use at the discretion of the 
administrative staff.   

6. Multi-date reservations will be considered on a “case by 
case” basis by administrative staff. 

7. Reservations must include set-up time and clean-up time 
within the time frame of the rental.  If available, for Seyburn 
Room (banquet room) reservations, a 2 hour grace period 
(no charge) is available for set-up only prior to the 
event/rental.  Rentals that run over in time will be charged a 
full hour rent after a 15 minute grace period.  This charge will 
be subtracted from the rental deposit amount, unless the 
charge is more than the deposit.  



8. All application information must be complete and be 
accompanied by the deposit and applicable fees. 

9. An up-to-date fee schedule for rental spaces is available at 
the Front Desk and posted on the city website. 

10. All deposit fees will be returned in the form of a check to the 
applicants’ home within approximately 30 days of the rental 
date if all facilities are left in satisfactory condition. 

  11. Reservations may be considered up to one year in advance. 
12. Reservations will be confirmed upon approval by the staff. 
13. Organizations requesting a rental may be required to provide 

proof of liability insurance naming the City of Auburn Hills as 
additional insured. 

 
C. Preparations 
 

1. All rental needs shall be detailed in the application and 
approved in advance. 

2. Decorations shall not be attached to walls, ceilings, or 
sprinkler systems.  Decorations shall not alter or damage 
any surfaces.  No glitter, confetti, sparkle, loose ribbons, 
flower petals are permitted inside or outside on the patios.  
Tape, pins, staples or other adhesive are not allowed on the 
walls, doors, windows, ceiling, light fixtures or service 
counters.  

3 All decorations, displays and exhibits must conform to all 
applicable government fire ordinances.   

4. Table decorations are acceptable.   
5. All candles must be protected with glass enclosures.  No 

open flames of any kind at any time (except for birthday 
cakes).   

6. Events may be catered using one of the approved caterers.  
Caterers will only be allowed use of the facilities during the 
approved time period (please see the Kitchen/Catering 
Policy below). 

7. Pot-luck (bringing own food) is allowed and includes limited 
use of the kitchen.  See Kitchen/Catering Policy. 

8. Security may be required at the discretion of the City.  All 
costs are the responsibility of the renter.   

9. The Community Center reserves the right to inspect and 
control all events, private parties, meetings and receptions 
held on its premise. 

 
 D. General Use/Guests 
 

1. Guests must follow the established Community Center rules.  
Violations of such rules or misrepresentation of use may be 



cause for immediate cancellation of the rental, without 
refund. 

2. Use will be restricted to the terms of the application and 
intended activity.  Room capacities MUST be adhered to.  
Rental groups should not overflow into the hallways and 
disturb other guests.  Rentals that go beyond the scheduled 
end time by over 15 minutes will be charged for an additional 
hour of use.  

3. Conduct shall not violate local, state, or federal laws and 
shall at all times be conducted in a mature and responsible 
manner. 

4. Rentals shall not infringe on or restrict the use of other 
facilities in the Community Center.  Exits, corridors, and 
hallways must be free of obstructions at all times. 

5. All children 12 and under in attendance should remain in the 
rented area(s), or be supervised by an adult 18 or older. 

6. Staff will be performing their regular assigned duties and are 
not available for supervision of children. 

7. Supervision shall be required for all youth groups including 
male chaperons for male participants and female chaperons 
for female participants.  Minimum chaperon requirements 
are as follows; 

 - Ages 12 and under: Chaperons, 21+ yrs min; ratio 1:10 min  
 - Ages 13 and older: Chaperons, 25+ yrs min; ratio 1:15 min 
8. Entertaining, catering, or other agents of the group are the 

responsibility of the applicant. 
9. Accidents occurring on the property must be reported to the 

Building Supervisor on duty. 
10. Room temperatures are regulated and should only be 

adjusted by the Building Supervisor. 
11. Smoking is allowed in the designated smoking area outside. 
12. Selling merchandise, food, or other items is prohibited. 
13. No alcoholic beverages are allowed on the premises.  
14. Only music suitable for a public facility will be allowed.  The 

volume and content is subject to control by the staff. 
15. Furniture, equipment, artwork, and similar building fixtures 

may not be moved from room to room or removed from the 
building without permission from the administration. 

16. The piano is not for general use, please do not set anything 
on it. 

17. The Community Center staff are not permitted to accept 
gratuities. 

 
 
 
 



E. Clean Up  
 

1.  Clean up shall be performed during the approved rental time 
period. 

2. Clean up shall include, but is not limited to: 
A.  Removal of all food, beverages, decorations, displays, 

equipment or other materials.  Please do not leave 
behind any food. This is a Health Department 
requirement. 

 B. Wipe tables, chairs, and countertops. 
C. Remove all trash and place in the dumpster behind 

the building. 
D. Any other clean-up necessary. 

3. Security deposits will be forfeited if the facility is not 
completely clean (as found). 

4. Building Supervisors shall inspect the room when clean up is 
complete. 

F. Fees 
 

1. Fees and deposits will be charged according to current 
published rates available at the front desk. 

2. Small Meeting Room and Large Meeting Room rentals will 
require full payment at time of application.  

3. Banquet Room rentals will require a full deposit and a 
minimum of 50% of the rental fees at time of application, and 
final payment within 2 weeks of reservation date. 

4. Gymnasium rentals will require full payment at time of 
application, unless special arrangements are made for 
extended league play or practice rentals, which will require 
50% deposit at time of application, and final payment within 
2 weeks of first reservation date. 

5. Damage deposits will be required for all rentals. 
6. This agreement may be cancelled by either party in writing.   

Rentals will be subject to the following cancellation schedule: 
 1. 100% of hourly rental fees paid, less $10 cancellation fee 
               with a 1 month notice 
 2. 50% of hourly rental fees paid, less $10 cancellation fee 
               with 2-4 week notice 
 3. No refund with less than 2 week notice 
 4. Refunds will also include deposits paid 
7. The Community Center reserves the right to accept or reject 

any rental agreement application for any reason and in its 
sole discretion.  If an event must be cancelled due to 
circumstances beyond the control of the Community Center, 
including but not limited to weather, loss of utilities, civil 
unrest, and other uncontrollable circumstances, the 



contracted event will be rescheduled at the earliest 
convenience of all parties under all other conditions of this 
agreement.  If an agreed date cannot be reached the 
Community Center will refund 100% of all monies received 
within a timely manner. 

 
G. Kitchen/Catering Policy 

Use of the Catering Kitchen by individuals or commercial caters will 
be subject to the following: 

 
1. Caterers must be approved by the Community Center 

management staff. 
2. It is specifically agreed that the Community Center shall not 

be liable for failure by the caterer to perform service as 
agreed upon between the rental group and the catering 
company.  All agreements between the renter and the 
caterer are as such and shall be treated and recognized as a 
contract agreement between the renter and catering 
company only and the Community Center and its affiliates, 
employees and associates are held harmless from any such 
action that arises from that contract agreement.   

3. The Community Center will not accept shipments on behalf 
of a renter and/or catering company.   

4. The Community Center will not store renter’s equipment, 
food, or belongings prior to or after the rental time.  All items 
left by a renter and/or catering company will be disposed of.  
There is no assumed responsibility for the renter or caterer’s 
items, possessions or equipment. 

5. Use of the Catering Kitchen shall be the responsibility of the 
selected caterer, or the applicant when “pot luck” is brought 
in to serve. 

6. The Kitchen shall only be available during the time period 
approved on the application. 

7. Kitchen equipment shall only be used for their intended 
purpose. 

8. Renters choosing the “pot-luck” option have use of the 
following kitchen equipment:  
 
Available for Use 
Reach –In Cooler 
Microwave 
Ice Machine 
Freezer 
Prep Tables 
Garbage Disposal 

 



Not Available for Use 
Dishmachine 
Walk-In Cooler 
Coolers 
Dishware, Glassware, Silverware 
Hot/Cold Serving Stations 
Beverage Stations (Juice, Coffee, Cappuccino)  
Linens 
Paper products 
Serving pieces (dishware, glassware, utensils)  
Chaffing Dishes 
Salt & Pepper Shakers 

 
9. Report any problems, malfunctions, or damages immediately 

to the Building Supervisor or Front Desk staff. 
10. Do not overload outlets. 
11. Completely clean up all surfaces, appliances and equipment 

affected by use. 
12. All items shall be removed or disposed of in proper 

receptacles.  There shall be no food or garbage or other 
supplies left in the kitchen/building (dumpster is available). 

13. The City of Auburn Hills is not responsible for lost, stolen, or 
damaged personal property 

 
H.  Damages 

Any damages to the building and/or grounds will be charged 
to the responsible Rental Representative signing the rental 
agreement.  The Rental Representative is responsible for 
checking the room for damages and cleanup in the company 
of staff, before signing the Rental Verification form at the 
conclusion of the rental.  Damages that require repairs will 
be billed to the renter using the following method: city labor 
costs for repairs plus materials used. 
 
The Community Center staff reserves the right to act in the 
best interest of the Community Center on items not 
specifically covered in the rules. 

�
Individual Room Rules 
 
 A. Locker Rooms and Lockers 
 

1. Lockers are for day use only.  Locks remaining on lockers 
overnight will be cut, and items removed and placed in the 
lost and found. 

2. Guests must bring their own locks and towels 



3. Lockers are available on a “first come” basis. 
4. No food, beverage, glass permitted in the locker rooms. 
5. Personal soap and shampoo should not be left in the locker 

room. 
6. Plugged in hair styling devices may not be left unattended. 
7. No opposite sex individuals in locker rooms.  Please use 

available Family Changing Room. 
8. The City of Auburn Hills is not responsible for lost, stolen, or 

damaged items.  It is recommended that valuables not be 
brought into the Community Center.  Lock your locker. 

 
B. Family Locker Room 

 
1. Parent/Guardian must accompany children. 
2. Use the Family Locker Room as quickly as possible, others 

may be waiting. 
3. Utilize lockers, guests must bring their own lock. 
4. Locks left on lockers overnight will be cut off and items 

removed will be placed in the Lost and Found. 
5. The Community Center is not responsible for personal items 

lost, stolen or damaged. 
 

C. Fitness Room/Equipment 
Fitness Room users must check-in at the Front Desk to get an 
access card for Fitness Room entry.  Users must show and leave 
their Community Center Card at the Front Desk during their 
workout (to insure the swipe card is returned to the Front Desk 
when finished).  The Fitness Room has a capacity of 12 users at 
any one time.  The Front Desk will monitor the number of people in 
the Fitness Room and allow access when space is available. 
 
1. Children 12 and under are not permitted in the Fitness 

Room.  This includes strollers, baby carriers, and children 
sitting inside the Fitness Room while a parent/guardian is 
exercising. 

2. Teens 13-15 require supervision by adult 18 years of age or 
older. 

3. Ages 16 and over are permitted to use the Fitness Room. 
4. Non-marking rubber soled athletic shoes covering the entire 

foot are required.  Sandals, spiked shoes, work boots, and 
flip-flop type shoes are not permitted. 

5. Shirts and appropriate attire must be worn at all times.  
Bathing suits and jeans are not permitted in the Fitness 
Room. 

6. Food and beverages are not permitted in the Fitness Room.  
(plastic, non-breakable water bottles are permitted). 



7. Be considerate of others, wipe down equipment after each 
use. 

8. Cardiovascular equipment use is limited to 30 minutes when 
people are waiting. 

9. Staff reserves the right to inform patrons how to use the 
equipment properly. 

10. Report equipment problems to the Building Supervisor 
immediately. 

11. Community Center is not responsible for lost, stolen or 
damaged personal belongings. 

12. Observe all instructional placards on the equipment. 
13. Headphones are required for all personal music devices. 
14. Staff controls the televisions. 
15. Exercise at your own risk. 
 

D. Track Rules 
 

The Track is designed for fitness use only.  Participants should be 
courteous of all others in the gym at all times.  The Track is 
available during the posted/scheduled times.  The track is not 
available for general use during: city-sponsored athletic leagues; 
activities requiring the use of bleachers; and gymnasium rentals to 
the general public. 
 
1. Personal belongings, gym bags, backpacks are not 

permitted on the Track area.  Please utilize lockers in the 
locker rooms or open cubbies as you enter the gym. 

2. Non-marking rubber soled athletic shoes covering the entire 
foot are required at all times. 

3. Strollers, in-line skates, scooters and other similar devices 
are not permitted on the track at any time. 

4. Food and/or beverages are not permitted on the track, or in 
the gym at any time. Plastic, non-breakable water bottles 
only. 

5. Twenty laps equals one mile. 
6. This is a non-competitive track.  No speed work or racing. 
7. Youth under 13 years of age must be supervised by an adult 

18 years of age or older. 
8. Proper attire is required including shirt and shoes. 
9. Headphones are required for all personal music devices. 

 
E. Gymnasium Rules 

 
The following Gymnasium rules are in effect: 
 



1. Personal belongings, gym bags, backpacks, etc., are not 
permitted in hallways, lobbies, or activity areas in or around 
the Gymnasium.  Please utilize lockers in the locker rooms 
or open cubbies as you enter the gym.  

2. Gym program hours/schedule will be posted, and a seasonal 
schedule will be published listing gym program hours. 

3. Fees for Open Gym may be charged. 
4. Non-marking rubber soled athletic shoes covering the entire 

foot are required at all times.  Separate gym shoes 
encouraged. 

5. Shirts are required at all times. 
6. The following are prohibited: 
 a. Hanging on the rims 
 b. Spitting 
 c. Fighting, abusive language, or disorderly conduct 

d. Shooting on baskets being used during full or half-
court games 

7. Sportsmanship is the golden rule.  Treat others as you wish 
to be treated. 

8. Staff observes the Zero Tolerance Rule when it comes to 
behavior.  No warnings need be issued for ejection from the 
facility. 

9. Food and/or beverages are not permitted in the gym at any 
time.  (Plastic, non-breakable water bottles only) 

10. Strollers, in-line skates, scooters and other similar devices 
are not permitted in the gym at any time. 

11. Open wounds/bleeding must be covered to participate.  
Clothing soiled with bodily fluids must be changed 
immediately prior to further participation. 

12. Community Center is not responsible for lost, stolen or 
damaged personal items. 

 
F. Basketball Rules 
 

1. All games, full court or half court, end at 10 points, one 
basket equals one point.  Winning is by one point. 

2. Spectators are not permitted to interfere in the games in any 
way, such as shooting at the opposite basket during a game. 

3. No hanging on the rims. 
4. The next game is determined by time of arrival, next in line 

should call “next” or “winners”. 
5. Players on the losing team may not play in the following 

game if there are five or more people waiting in the gym to 
play. 

6. Winning team must relinquish court after two consecutive 
wins (unless no other teams are waiting to play). 



7. If the number of players in the gym amounts to ten people 
per basket, the staff reserves the right to stop full court play 
in favor of half court games. 

8. Staff observes the Zero Tolerance Rule for behavior.  No 
warnings need be issued for ejection from the facility. 

9. Any player cut or bleeding must stop playing immediately.  
Open wounds/bleeding must be covered to participate.  
Clothing soiled with bodily fluids must be changed 
immediately prior to further participation. 

10. Community Center is not responsible for lost, stolen or 
damaged personal items. 

  
G. Games/Lounge Room 

 
1. Youth 12 years of age and under must be supervised by an 

adult 18 years of age or older. 
  2. Limit any game playing to two games if others are waiting. 

3. Food and/or beverages are permitted.  Please be courteous 
and use trash receptacles at all time.  Spills should be 
reported immediately to the Front Desk.  

4. Personal belongings, gym bags, backpacks are not 
permitted in the Games/Lounge Room.  Please use locker 
facilities. 

5. Inappropriate behavior and/or abusive language may result 
in individuals being asked to leave the Community Center. 

6. No betting/playing for money on any games. 
 

H. Spectator Viewing Area 
 

1. Please be respectful of coaches, instructors, officials, and 
each other. 

2. Youth 12 years of age and under must be supervised by an 
adult 18 years of age or older. 

  3. Food and/or beverages are permitted in the viewing corridor. 
4. Keep corridor clear at all times.  Do not stack or pile gym 

bags, backpacks or similar items on the floor.  
5. Please use trash receptacles provided.  Report all spills to 

the Front Desk immediately. 
 

I. Multi-Purpose Banquet Room (Seyburn Room) 
 

1. Room must be left in the same condition as found. 
2. No items may be attached to walls. 
3. Furniture may be moved within the room, but not from one 

room. 
  4. See Facility Rental Policy for more information. 



  
J. Meeting Rooms (Wesson Room and Carriage Room) 
 

1. Rooms must be left in the same condition you found it. 
2. No items can be attached to walls. 
3. Furniture may be moved within the room, but not from one 

room to another. 
4. See Facility Rental Policy  

 
H. Craft/Woodshop Room 
 

1. Children age 15 and under are not permitted in the 
Crafts/Woodshop Room without adult (18 years old) 
supervision at all times. 

2. Ages 16 and over are permitted to use the Crafts/Woodshop 
Room provided they have completed a safety course on the 
equipment. 

3. Emergency power shut offs are provided on the walls. 
4. A brief training session is required for use of: power tools; 

pottery wheel, and other specialized equipment. 
5. Please be courteous of other people’s work – do not move 

any stored items. 
 

11. Outdoor Facilities 
 
 1. Patio 
 

The back patio is available for general drop-in use during normal 
Community Center operations.  Picnic tables are available for use.  
The east end of the back patio is the designated smoking area. 

 
 2. Playground 
 

The playground is available for use during normal park hours from 
7am to dusk.  A drinking fountain is available in season near the 
playground on the front patio of the building closest to the 
playground. 
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Community Center Room Rental Rates 
For more information call 248-370-9353 
 
 
Seyburn Room:   Resident* Non-Resident* Sunday 
Full Room (175) $100 Hr. $150 Hr.  add $20 Per Hr. 
Half Room ( 80) $  50 Hr. $100 Hr  add $20 Per Hr. 
Deposit-Cash  $200  $200 
 
Gymnasium:  Resident Non-Resident  Sunday 
Full Gym  $  75 Hr. $100 Hr.  add $20 Per Hr. 
Half Gym  $  50 Hr. $  75 Hr.  add $20 Per Hr. 
Deposit-Cash  $  50  $  50 
 
Meeting Rooms: Resident Non-Resident  Sunday 
Large (32)  $  25 Hr. $  50 Hr.  add $20 Per Hr. 
Small (20)  $  10 Hr. $  20 Hr.  add $20 Per Hr. 
Deposit  $  50  $  50  
 
Room Rental Times Available 
Monday – Friday: 8 am – 12 midnight; minimum 2 hours 
Saturday:  10 am – 12 midnight; minimum 2 hours 
Sunday:  10 am – 9 pm; minimum 4 hours (pending availability) 
 
*Resident – lives in AH with a valid address, or a business in AH for business functions  
related to work 
*Non-resident – resides outside AH 
  
 
     
 


