HOLY NAMES MUSIC CENTER

3910 W. Custer Drive, Spokane, WA 99224-5246

(509) 326-9516

Space Rental Agreement

This agreement is between Holy Names Music Center &________________________.  The Music Center will provide the following:
	Rental Fees
	Amount
	Date Received
	Date Returned

(If Applicable)
	Check #

	McNally Recital Hall Rental Fee
	$   100.00
	
	
	

	$50.00 Non-Refundable Deposit - applies to Rental Fee
	Due Upon Receipt
	
	
	

	Cleaning Deposit
	$    75.00
	
	
	

	Key Deposit
	$    30.00
	
	
	

	Total Charge
	$  255.00
	
	
	

	Balance Due By:   Rental Date
	$   Total-Payment
	
	
	


· Please send rental fees separate from deposits.  Thank You!

	Rental Date(s)
	Rental Time(s)
	Rental Purpose

	
	
	


Responsibilities of the Music Center


Responsibilities of the Renter

1. Reserve the space as specified above.


1.
Payment of facility rental at least 2 weeks prior to rental date.
2. Cleanliness of the area prior to use.


2.
Payment of deposits due 2 weeks prior to reservation.


3. Provide 100 chairs & 2 pianos.



3.
Arrangement to pick up keys within 72 business hours prior to use.

4. Provide additional set up as agreed to above.


4.
Security of the building during and after use.

5. Provide key for recital hall external door and piano.

5.
Cleanliness of reserved space during & after use.







6.
Follow checklist.  Complete "exit" portion within 72 hours of use.

Facility Orientation & Guideline Checklist

(Please review attached "Rental Policies & Procedures" carefully!)

Person attending orientation:__________________________ Staff:____________________ Date: _______     Time: ________     

	Orientation
	Item
	Exit
	
	Orientation
	Item
	Exit

	
	Fire door locked/secured
	
	
	
	Stage lights off
	

	
	Recital hall lights off
	
	
	
	Fans off
	

	
	Back door locked/secured
	
	
	
	Bathrooms checked and lights off
	

	
	External glass doors locked/secured
	
	
	
	Trash bagged and outside
	

	
	Floors clean - VACUUM
	
	
	
	Main floor lights off
	

	
	Chairs returned to proper place
	
	
	
	Pianos returned to proper places
	

	
	Key returned within 72 hours of use
	
	
	
	Windows secured
	

	
	
	
	
	
	Other:
	


I understand that the above checklist is a list of guidelines to be followed for rental of the above named facility.  I also understand and agree that if the terms are not followed, such as cleaning up the facility after my usage, any related deposits which I have been required to pay may be retained by the Music Center.  I understand when the rental fees and deposits are due and that they are to be paid in advance and that a facility orientation is required prior to rental.  I have received and read "McNally Recital Hall Space Rental Policies & Procedures" and agree to the terms that have been set forth.

Further, I understand that ABSOLUTELY NO FOOD OR DRINK is allowed in the Recital Hall.  I understand that Non-compliance will result in forfeiture of my cleaning deposit.   ______(initial)

________________________________________       _________        ___________________________________     ________             
     
Renter's Signature


  Date

Music Center Director or Representative
    Date

Organization/Name: ____________________________________
Address: ___________________________________
City:
_______________State: ______ ZIP: _______________
Renter's Telephone Number: __________________
#Performers:_____________
#Attendance:______________
Issued Key(s):___________________

