Facility Rental Contract
Today’s date

__________________

Date(s) of Rental
​​​​​​​​​​​​​​​​​__________________

Name of Event
__________________________________________________

Expected Attendance___________________

Time of Event:  
Start
__________________

End     __________________

Set-Up Date

________________________

Time


________________________

Rental Fees
The cost is custom-quoted per event; 50% is due with the application and the balance will be due on the date of the event. 

A staff member must be paid at a rate of $20 an hour  to stay in the gallery until after the event and cleanup have completed. This amount is not included in the rental fee.

Security Deposit
$200.00

A security deposit of $200.00 must be paid at the time of the application and will be held until after the event and returned after inspection of the gallery.

Upon approval of the application, the 50% deposit is non-refundable. The balance of the rental fee and all other charges will be due the date of rental. The gallery will accept American Express, MasterCard, or Visa. All checks are made payable to Orange Hill Art Gallery. 

Closing time for all events is no later than 11:00 pm. All cleanup must be completed and all persons must be out of the building at this time. In the event the rentee should need or want to extend these hours prior approval is required, and an additional fee will be applied. If prior approval has not been granted and any persons remain in the building after 11:00 pm for any reason, an additional fee of $500.00 per hour will be applied.

TOTAL:

$_________

DEPOSIT:

$_________

Date Paid
_______________

Visa

MC

AX

Cash

Check #

BALANCE DUE $___________

Date Paid
_______________

Visa

MC

AX

Cash

Check #

FACILITY RENTAL CONTRACT
Today‘s Date
__________________

Rentee‘s Name______________________________________

Phone

______________________________________

Fax

______________________________________

Address
______________________________________

City

_________________________


State

__________

Zip

__________

Email

___________________________

Contact Person
________________________________

Phone


________________________________

Other


________________________________

The Rentee agrees to rent Orange Hill Art Gallery during the stated dates and times, in accordance with the terms of this rental contract. The space will be available to the renter during the times stated on the face of this contract ONLY, therefore rentee should include sufficient time for set up and cleanup. Rental fees are based on a block of time and is inclusive of the set up and clean up time.

All areas clean, including: 

Trash removal, stain removal, and general cleanup.



RENTAL CONTRACT
Will your use of the facility require concessions / catering?

Yes

No

Name of Caterer
_______________________________


Address
_______________________________


Contact
_______________________________


Phone

_______________________________

In consideration of the payment of the rental fee and the agreement of the Rentee to comply with this Contract, Orange Hill Art agrees to make the gallery available to the Rentee for the dates and times set forth above. By signing this Contract, Rentee agrees to the following: 

(Please initial each section in the underlined area, indicating your agreement to comply with all statements therein.)
I.

Payment

A. Deposit. The deposit stated is due at the time of the completion of this Contract. The Security Deposit (not to be confused with the Deposit) will be returned to the Rentee upon satisfactory inspection of the rented facility after use. Portions of the deposit may be retained to compensate for any damages or additional clean up costs attributable to the Rentee.

B. Rental Fee. The rental fee is due in full at least 14 days before the date of use unless this Contract is completed closer to the date of usage, in which case the fee will be due and payable during submission of the Contract.

C. Cancellation/Refund. If cancellation by either party is more than thirty (30) days before the scheduled use of the facilities, the rental fee and security deposit will be returned. If Renter cancels less than 30 days prior to the event, Orange Hill will retain a 10% cancellation fee. 

D. Returned Checks. There will be a $30.00 fee for any returned check.

II.

Set Up - Clean Up – Caterers, Decorations & Rented Equipment

A. Set-Up. Access to the facilities for setting up, including Caterers set-up, will be during the hours stated on the face of this contract ONLY or as agreed to in advance by Orange Hill and Rentee. A written schedule of Set-Up or Load-In/Out must be provided to the Gallery Director.

NOTE: Renter is totally responsible for all set-up and break down.

B. Clean-Up. The premises must be left in the condition in which they were found at the beginning of the rental period and on approval of the Gallery Director. All food, beverages, equipment and rented supplies must be removed from the premises immediately after each use of the facilities AND NO LATER THAN THE EXIT TIME STATED ON THE FACE OF THIS CONTRACT, or you will be charged an excess fee.

Any catering areas used must be cleaned and left in the condition in which they were found. All trash must be removed from the building and placed in Dumpsters at the rear of the facility. All floors must be swept after use of space. Rentee must immediately take care of any spillage. If Rentee is unable to remove spillage, Orange Hill Art will have area professionally cleaned at Rentee‘s expense.

C. Parking. Orange Hill Gallery has limited street parking and valets are at the Rentee's expense. Orange Hill employs and highly recommends the valet service of Grace Brothers. Please contact Brian Midgette at (404) 664-5191 and indicate your referral by Orange Hill for special pricing.
D. Decorations. Except with the prior written consent of the Gallery Director, Rentee shall not place or permit to be placed signs on painted walls in any part of the facilities. No decorations such as posters, pictures or banners are to be fastened to walls, woodwork inside or out. Under no circumstances shall Rentee (a) cause or permit the facilities to be injured, marred, or in any manner defaced or changed, or (b) place any nails, hooks, tacks, screws or other fasteners into any part of the facilities.

E. Rented Equipment. All rented equipment and supplies must be delivered the day of the event during the hours specified on the face of this Contract and picked up before 10:00 a.m. the following morning, unless special arrangements have been made with the Gallery Director. All glass rentals must be cleaned and neatly stacked in the bar area before departure.

F. Caterers. Caterers must have proper licenses and liability insurance coverage. Orange Hill requires that a copy of the Caterer’s Certificate of Insurance be made available for its files at least two weeks before the catered event.

G. Equipment. All Caterers’ equipment must be removed the day of the event. Orange Hill is not responsible for any lost or stolen Caterers’ or Rentees’ property or equipment rented for use by the Caterer or Rentee.

Concessions/Catering Information.

III.
A. Alcohol. Alcohol may be served. Bartenders must be professional and obey the laws pertaining to the serving of alcoholic beverages, as well as be responsible for removing all trash (bottles, boxes, glasses) to the Dumpster behind the building.
B. Tobacco. No smoking is permitted in any part of Orange Hill Art at any time. 

C. Insurance is required in the amount of a $1,000,000 policy. The Rentee can add Orange Hill to their existing policy on a writer, or they can use an independent Event Insurance Policy.

IV.

Destruction and Damage

A. Damage. If anyone damages the facilities or artwork during the rental period, or upon delivery/pick-up of Rentee’s or Caterer’s items or equipment, Rentee shall pay for all necessary repairs. This includes any damage to the stereo, fixtures, walls or artwork.

B. Destruction. If Orange Hill facilities are destroyed or damaged by fire or any other cause or unforeseen occurrence that shall make the fulfillment of the Agreement impossible, then this Rental Contract shall terminate, payments will be returned and Rentee waives all rights to any claims against Orange Hill.

V.

Facility Use

A. Compliance. Rentee agrees that any use of Orange Hill’s facilities will comply with all statutes, ordinances, rules and regulations issued by Federal, State and Municipal governments, including all rules of the Atlanta Police and Fire Departments and the Alcoholic Beverage Commission.

B. Licenses & Payments. Rentee agrees to obtain or collect and to pay and deliver to the proper governmental agency or regulating authority, any and all license fees, permits, royalties and taxes required in connection with the use of the facilities.

C. Hazardous Material. Rentee agrees not to bring on to the premises any material, substance, equipment or object which is likely to endanger the life of, or cause bodily injury to, any person or property, or which is likely to constitute a hazard.

VI.

Responsibility and Indemnity

A. Conduct. The conduct of all program participants and spectators while on Orange Hill’s property shall be the responsibility of the Rentee. Rentee also accepts all responsibility for any injury to person(s) or property, or loss of or damage to property or theft of personal property or artistic content on Orange Hill’s premises during the rental period, or resulting therefrom. Failure by any individual or group to follow all applicable rules and regulations will be cause for eviction. Orange Hill retains the right to evict objectionable persons from the premises. Repeated violations may result in denial of future reservation requests.

B. Indemnity. Rentee shall release, indemnify, keep and save harmless Orange Hill, its agents, officers, or employees from any and all responsibility or liability for any and all damages or injury of any kind or nature whatever (including death) to all persons, whether agents or employees of the Rentee or persons attending the events for which the premises have been leased, and to all property damage proximately caused by, incident to, resulting from, arising out of, occurring in connection with, the use by the Rentee of the premises. The provisions of this section shall include any and all losses, damages, injuries, settlements, judgments, decrees, awards, fines, penalties, claims, costs and expenses, including reasonable attorney‘s fees.

VII.

Security

A. Police Protection. Different uses of the facilities have different needs concerning security. Each Rentee should consider providing a minimum of one off-duty officer from the police department for any public event and any time alcohol is served. It is the Rentee’s responsibility to contact local law enforcement and to ensure sufficient security for the situation. Orange Hill can provide the number of a local security officer.

B. Building Security. Orange Hill is not responsible for any valuable items left in the facilities. 

C. Building Safety.

1) Capacity. The maximum capacity of the gallery is 150
The Rentee is responsible for keeping the number of persons in the gallery below this maximum. 

2) Exits. No portion of any passageway, or exit shall be blocked or obstructed in any manner and no exit door shall be locked, blocked or bolted while the facility is in use. All designated exits shall be maintained in such manner as to be visible at all times.

By signing this Rental Contract, the Rentee acknowledges having read and comprehends this contract, and understands that this Rental Contract is binding both on the parties and the organizations they represent.

RENTEE:

Signature
______________________________________________________

Print Name
______________________________________________________

Title

______________________________________________________

Organization 
______________________________________________________

Date Signed 
_______________________________

Contact Information:

Robbi Raitt, Gallery Director

Orange Hill Art, Inc.

331 Elizabeth Street, NE, Ste C

Atlanta, GA  30307

(404) 215-2100

fax (404) 215-9447


" 

info@orangehillart.com


www.orangehillart.com
Signature
______________________________________________________

Print Name
______________________________________________________

Title

______________________________________________________

Organization 
______________________________________________________

Date Signed 
_______________________________

LOCATED ON THE ORANGE HILL WEBSITE www.orangehillart.com

	Gallery Rental Information

	[image: image1.png]




	Availability:
Orange Hill Art Gallery has 2200 square feet of gallery space with a very large bar area for private art functions. The space is available after 6:00 pm Tuesday through Saturday and at any time on Sunday or Monday. All art will be left in place on the walls. 

Number of Persons:
Maximum capacity 150

Cost:
The cost is custom-quoted; 50% is due with the application and the balance will be due on the date of the event. A security deposit of $200.00 will also be paid at the time of the application and will be held until after the event and returned after inspection of the gallery. 

A staff member will also be paid to stay in the gallery until after the event and cleanup at a rate of $20 an hour. This amount is not included in the rental fee. 

Method:
Upon approval of the application, the 50% deposit is non-refundable. The balance of the rental fee and all other charges will be due the date of rental. The gallery will accept American Express, MasterCard, or Visa. All checks are made payable to Orange Hill Art Gallery. 

Closing time for all events is 11:00 pm, that is when all cleanup must be complete and all persons must be out of the building. In the event the rentee should need or want to extend these hours prior approval is required, and an additional fee of $500.00 dollars per hour will be applied. 

Parking:
Orange Hill Gallery has limited street parking and valets are at the rentee's expense.

Alcohol Consumption:
Alcohol may be served. Bartenders must be professional and obey the laws pertaining to the serving of alcoholic beverages, as well as be responsible for all trash (bottles, boxes, glasses) to the dumpster behind the building. 

Available Equipment:
Orange Hill Art Gallery has a storage area with a refrigerator and freezer, which can be used by the rentee. The rentee may also have use of the stereo system and the restroom in the gallery, as well as the restroom on the common hallway. If necessary for overflow traffic, the common hallway can also be used, as well as the front sidewalk of the building. 



Event Planner/Caterer Responsibilities: 

· The event planner/ caterers must have copies of their business licenses, certificates of insurance, and proof of workman's compensation on file at Orange Hill Art Gallery. 

· On the day of the event, the set up will not begin until 5:00pm. Exceptions will be considered. 

· All rental items are to be neatly placed on the designated area by the event planner/ caterer after the event. 

· All rented items or delivered items must be signed for by the rentee or the event planner/ caterer. No exceptions. 

· Caterers are to provide all necessary tools such as trash bags, can openers, foil, pots, towels, knives, and other supplies necessary to carry out their duties, Orange Hill Art Gallery will not provide any of the above items. 

· All floors must be swept. 

· All garbage must be disposed of in the dumpster behind the building. 


House Rules: 

· There can be absolutely nothing hung, nailed, or taped to the walls at Orange Hill Art Gallery without permission of the Gallery Director. 

· All publicity concerning Orange Hill Art Gallery must be approved by Gallery Director. 

· Smoking is not allowed inside the gallery. 

· In the event of any damages occurring to any artwork or to the physical condition of any and all public space within the gallery itself (walls), the rentee will be held responsible and will be billed accordingly. This includes, but is not limited to scratches, nicks, breaks or marks of any kind and electrical current overload. 


