St. Nicholas Greek Orthodox Church

Father George & Evangeline Paulson Fellowship Hall

Rental Contract
Date of use: _____________
Name of Applicant (Lessor):___________________

Organization requesting Hall Use: _____________________________________

Nature of use: _____________________________________________________

Number of Attendees: _______________________

Facilities to be used (with Fees):

· Hall ($750/event/day)  

Date:  ______________ Time(s):  ___________________
$________

· Kitchen ($100/day no equipment use)



$________

Personal Usage or Caterer (circle one)
· Snack Bar ($100/day)






$________

· Kitchen Equipment ($500/day)




$________

Set-up –

YES ($250 2-4 Hours/$500 5-8 Hours/$250 per additional day)   NO (No Chg) 


Set-up Date(s):  ________________ Time(s): ________________
$________

Set-Up by?  (Circle one) 
CHURCH ($1/person attending)   SELF (N/C) 
$________



Other Unique items? (Fee TBD)





$________

Total Charge:








  $________

Point of Contact (POC) with address, phone number, e-mail (will be the person at all meetings, set-up(s), event, and re-set):

Name

_______________________


Address
_______________________




_______________________


Phone/e-mail
_______________________ 

Applicant/Lessor Signature: _______________________
Date: _________

By signing this application I agree to all the conditions in the attached Rental Policy and Agreement.

For Church Use:  Approved/Not Approved   By ____________________________________

Fee/Deposit Collected:  
$__________________________ (Cash/CK#_______) Date ______________________

Fee/Deposit Collected:  
$__________________________ (Cash/CK#_______) Date_______________________

Security Deposit Collected:  
$_______________________ (Cash/CK#_______) Date_______________________

Final Payment Collected 
$__________________________ (Cash/CK#_______) Date_______________________

Additional Provisions: 
Lessor Signature: ________________________________________ 
Printed Name: __________________________________________

Date:  ____________

Rental Agreement Follows

St Nicholas Greek Orthodox Church
621 First Colonial Road

Virginia Beach, VA 23451

Father George & Evangeline Paulson Fellowship Hall

Rental Policy and Agreement
Policy
The Father George & Evangeline Paulson Fellowship Hall is a valuable resource available to the church family and local community as follows:

For Non-Members:

· The Hall is available for revenue purposes (for other than sacrament related uses) 12 times per year, or approximately once a month.  The rental fee for such events is $750 per event/day with additional fees below if contracted:

· If set up or clean up requires the hall to be available on a separate day in addition to the event day, there will be an additional fee of $250 (2-4 hours)/$500 (5-8 hours) and $250 for each additional day.   

· Set-up/Re-set:  If set-up/re-set is required by the church, the cost is $1/person attending the event 

· Kitchen use:  Kitchen charge (to walk in the door of the kitchen) for set-up/plating etc. but no equipment use is $100/day.  Kitchen equipment use charge (for any St. Nicholas equipment/appliance/utensil use) is $500/day.  

· Snack bar use:  $100/day

· Unique set-ups, etc. cost extra... amount to be determined based on need and complexity

· A contract will be prepared to identify the specific items to be provided/used

· A set-up drawing/sketch is required of the user if set up is requested of the church

· A user Point of Contact (POC) is required to be identified in advance.  The POC must be present at all meetings, set-up(s), during the entire event and for re-set.

· A pre-meeting with the user POC and church POC is required

· A non-refundable Deposit of 50% of the total rental fee is required in advance and may be used as part of the fee

· A refundable Security/Damage deposit of $500 is required (to be returned if all is OK after the event)

· A cleaning service fee will be added to your final charge or cleaning may be contracted directly with the Church’s authorized cleaning contractor identified below.  

· Final payment of all fees is required before the event

Rental Agreement Follows

Father George & Evangeline Paulson Fellowship Hall

Rental Agreement
(If any or all agreed upon terms are not met a portion of or all of the security deposit may be retained by St. Nicholas.)

(Please initial next to each category acknowledging you read and agree to all parts within the category)
Rental Application (Form Attached)

(Initial here _____)

Rental Applications may be obtained from the Church Office, the Hall Rental Managers/Coordinators, or the Church Web Site.  

Rental Applications for Hall use are requested at least 60 days before the desired function.  Rental Applications must include all the required information to enable proper review and approval and becomes part of this agreement when approved.  

The non-refundable Deposit and the refundable Security/Damage Deposit are required upon approval of the Rental Application.  If the deposits are not received within one week of Rental Application approval, the use of the hall will be cancelled and the Rental Application rejected.

Note that the hall is not reserved or booked for the requested function until the Rental Application is approved and the requisite deposits/fees paid.  

Payment
(Initial here _____)
Payment of the non-refundable Deposit and the Security/Damage Deposit is required upon approval of the Rental Application.  Full rental fee is due prior to the event.  

The full rental fee is required to be paid prior to any use of the hall for the event.  No set-up or preparations will be permitted if the full fee has not been paid.  

If the full fee is not paid prior to the event, the Hall will be secured and the event not permitted to enter the Hall.

Cancellations (Initial here _____)
An event may be cancelled at any time prior to the event by written request.  If a written cancellation request is received by the Church Office or by the Hall Managers/Coordinators the Security/Damage Deposit will be refunded within 30 days.   If the cancellation notice is received after payment of the full fee, the 50% non-refundable portion will be retained and the remaining will be refunded within 30 days.
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Use Planning (Initial here _____)
A pre-meeting with the user Point of Contact (POC) is required to confirm all details Hall use so the Church may insure all the identified and contracted user needs are satisfactorily met.

If the Church staff is to set up the Hall for the function, a user-approved drawing/sketch is required to insure the Hall is prepared to the user’s satisfaction.

The pre-meeting will also serve to confirm the desires of the Lessor, the existing conditions of the Hall and any other contracted facilities, and the condition that those facilities are expected to be in when the event is concluded so that as much of the Security/Damage Deposit can be returned.

Hall Conditions (Initial here _____)
The Hall is rented in as-is condition.  

The Rental Agreement will define which facilities and equipment shall be available for use.

St Nicholas is a NO SMOKING FACILITY.   SMOKING IS NOT PERMITTED in the Hall.  Please make all guests aware of this rule.
Hall Set-Up and Decorations (Initial here _____)
The Hall will be set up per the Lessor’s written and approved plan, if the Church is performing set-up.  If the Lessor is setting up the hall, the set-up must occur during the agreed upon set-up times as stated in the contract.  If additional time will be needed, at least 48 hours notice will be required to the Church POC.
Decorations are limited to the tables and free standing items only.  No wall or ceiling decorations are allowed.  No bubble making, smoke making machines, or confetti/glitter allowed. 

Unique or additional features and set up may be accomplished at a pre-agreed upon fee.  

In all cases, if the Church is to perform set-up functions a diagram/sketch shall be provided with approving signature by the POC 

Hall and Kitchen Clean-up (Initial here _____)
In all cases it is expected that the Hall, Restrooms, Kitchen, and Snack Bar (if leased) will be left in the condition they were in prior to the event.  
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The Lessor is responsible for clean-up of the Hall, making sure all rubbish and trash is removed to the trash dumpster behind the building, and removal of all personal articles, food, decorations, etc. from the Hall.  

The Lessor is also responsible for the complete clean up of the Kitchen and Kitchen Equipment, if leased.  Countertops and tables should be washed, floors swept and mopped, if needed, and any equipment cleaned.  Sinks and surrounding areas cleaned and any utensils or other items used cleaned and replaced to their proper location.  Any excess food should be removed unless prior arrangements have been made.  All kitchen trash should be removed to the dumpster in plastic bags.    

For cleaning services the Lessor should directly contact the Church cleaning contractor, Specialized Cleaning Inc. (Joyce Roberts) at 285-2653 or (Tony Roberts) at 613-7423.  In view of the Church’s ongoing contractual relationship with this cleaning contractor, no other professional/commercial cleaning contractors are permitted to be used.
Kitchen and Kitchen Equipment Use (Initial here _____)
The kitchen is available for simple plating and other minor uses for a $100 fee.  

If, however, kitchen equipment such as the ovens, range, refrigerators, freezers, pots, utensils, serving trays, etc. is required to be used, a $500 fee is required per the rental application request. 

Attendance (Initial here _____)
The responsible POC or designated representative will be present in the Hall at all times during set-up, the function, and re-set.  

The POC shall maintain control over all activities and attendees, and shall be responsible for conduct of all attendees during the function.  

The Church chapel will be secured and no admittance into the chapel is permitted during your function.  If a sacrament occurred prior to the function in the hall, ample time will be allowed to exit the chapel; the chapel will be secured when everyone has left for the event.  No one will be permitted back into the chapel after this time.  Please ensure all guest are aware that they must enter and exit from the main doors of the Fellowship Hall.
Attendance at the function will be limited to the number shown in the approved Rental Application.  If more people attend than approved, there may be an additional fee required.
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Indemnification/Hold Harmless (Initial here _____)
The lessor, by executing this Rental Application form, agrees to indemnify and hold harmless the St. Nicholas Greek Orthodox Church, it’s agents, servants, employees, and Executive Officers and Parish Council from and against any and all claims, damages, losses, and expenses including attorney’s fees, resulting from the renting party’s use of the facilities.  

Additional Provisions:  Please include on back of Rental Contract 
I have read and agree to all the conditions of this agreement:
Lessor Signature: ________________________________________ 
Printed Name: __________________________________________

Date:  ____________
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