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Sound System (Yahara Room Only): 

 $40 deposit due at the time of key pick-up. The deposit can be made in cash, check, or card. This 
is returned when the key is returned to the office, so long as the system is functioning properly.  

 The sound system includes a receiver, a cd player, and two microphones.  

 The sound system has two sets of speakers; the first set is located to the left and the right of the 
stage and the second set are located in the middle of the room, on the left and right side.   

 The sound system can accommodate laptops, cds, smartphones, and mp3 players. There is an 
auxiliary cord.  

 
Security Deposit (Yahara Room Only): 

 $50 due at time of key pick-up. The deposit can be made in cash, check, or card 

 The security deposit is “all or nothing”. If any items mentioned in the Yahara Room Checklist are 
missed, the entire security deposit is forfeited.  

 Complete the Yahara Room Checklist found below to ensure you will receive your security 
deposit back! 

 
Yahara Room Kitchen Use: 

 Dishwasher can be used. Power switch is found at the top of the dishwasher.  

 Dish detergent is typically located to the right of the dish washer, on the window sill. If this is 
not there, 1-2 pumps of soap into the dishwasher are sufficient.  

 One large-scale coffee maker and one water heater for tea are available for use. The water 
heater is stored by the dinner plates, in the downstairs  

 Some pots, pans, utensils, dishes (approximately 50 plates) and silverware. Items are able to be 
used but must be washed, dried and returned to their proper storage area at the end of the 
event.  

 Two refrigerators and one freezer are located in the kitchen in the Yahara Room. Some space is 
available; typically no more than 4 shelves. All food should be marked and removed at the end 
of the event. Food can be stored ahead of time with previous staff approval; however, Wil-Mar 
is not responsible for any missing food.  

 
Tables: 

 48” Round Seating Tables: 12 tables. Seat 6 to a table. Stored in the Yahara Room storage room.  

 60” Round Seating Tables: Seat 8 to a table.  
o Two tables are stored in the lobby storage room. Groups must ask for permission to use 

these tables. Groups are responsible for getting the tables out of storage and placing 
them back into storage when the event is done. 

o Three tables are stored in the Youth Room. Special permission to use these tables may 
be granted when necessary. Groups are responsible for bringing these tables up to the 
Yahara Room and returning them to the Youth Room.  

 Rectangle Tables:  
o Six 8 feet by 2.5 feet tables are stored in the Yahara Room storage.  
o Two 5 feet by 18 inches tables are stored in the Monona Room. These can be used for 

events with special permission by staff. These must be returned to their permanent 
location at the end of the event.  

o One 6 foot by 18 inches table is stored in the Yahara Room storage.  
 

 Additional Small Tables:   
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o Three small 3 feet by 3 feet tables are stored in the Yahara Room. These should be put 
back to the position they were found in at the end of the event.           

 Cocktail Tables: Five cocktail tables are available. One cocktail table is located in the lobby. The 
remaining four are stored throughout the Yahara Room. These must be returned to where they 
were found at the end of the event.    

 
Chairs: 

 Approximately 75 stackable chairs; these are located in the back of the Yahara Room in stacks of 
8-10. They must face the Yahara Room bathroom when they are put back.  

 More chairs are available; there are approximately 30 stackable chairs located in the Youth 
Room. Special permission is granted to use these chairs in the Yahara Room, when necessary. 
Groups are responsible for bringing these chairs up to the Yahara Room and returning them to 
the Youth Room. Chairs must be restacked along the wall.    

 
Garage/Recycling Bins: 

 Two event-sized garbage bins and recycling bins are stored in the Yahara Room. The red 
bins are for trash, the green are for recycling. They are typically stored to the left of the 
kitchen; if a set is not there, they’ll be found in the back staircase (to the right of the 
Yahara Room stage) or between the kitchen and the large window facing Brearly St.  

 To dispose of trash, and recycling, you’ll find the dumpster just to the left of the building 
next to the Brearly St. door, in the small wooden enclosure. The recycling is behind the 
enclosure, along the building, in the green recycling bins provided by the city.  

 
Cleaning Supplies:  

 Located in the back staircase (to the right of the Yahara Room stage). Behind the door are 
brooms and the mop.  

 Slightly down the stairs on the landing is a bookshelf with cleaning supplies and extra garbage 
bags.  

 Extra toilet paper is also stored on these shelves.  

 Vacuum is located in the Lobby storage room.  
 
Yahara Room Checklist: 

o Check all rooms that were used for any leftover trash, to ensure surfaces of tables are clean, and 
the floors and rugs are clean.  

o Wash, dry, and put away any supplies, dishes or utensils that were used in the kitchen.  
o All tape and pins used to hang decorations must be taken down.  
o Vacuum on the landing and in the additional first floor rooms if necessary.  
o All surfaces must be clean; wipe down tables, kitchen surfaces, and check walls for spills.  
o Return tables and additional items to storage.  
o Sweep and mop the Yahara Room and kitchen floors.  
o Take out trash and recycling.  
o Place cleaning supplies put back into storage.  
o Remove all food from refrigeration and freezer. Any food to be donated should be marked as a 

donation and with the date of the event.  
o Turn off and unplug all lights. The light in the downstairs staircase stays on 24/7.  

 
 


