AGREEMENT FOR USE OF ST JOSEPH PARISH HALL (CORDIER HALL) 

A. The following agreement / contract must be signed and the required security deposit must be paid in order to reserve the Parish (Cordier) Hall.
B. Liability is outlined in the “Hold Harmless Agreement” which must also be signed by the renting party at the time this agreement is finalized.

C. St. Joseph’s parishioners will normally receive priority for the use of the Parish Hall.
D. The Parish Manager will review applications for the use of this facility.

Groups / Organizations requesting to use the St Joseph Parish Hall must agree to the following:

1. Behavior that violates local laws or the values of the Catholic Church is not permitted in the parish hall. All requests to use the parish hall should be coordinated with the Parish Office (757-851-8800) prior to use. Your event should be placed on the Parish master calendar. Groups will not be allowed to use the Parish Hall unless the requested date/time for their event has been approved by the Parish Office and the security deposit (if applicable) is paid.
The conduct of those attending an event in the parish hall should be considerate of the parish’s neighbors.  Noise, clutter, traffic, parking, etc. should be managed so as not to disrupt those who reside in the area.   

2. RENTAL FEES: Groups wishing to use the parish hall agree to pay the applicable rental fees (listed on page 2, below). 

3. INSURANCE REQUIREMENTS: For large, non-parish sponsored events the applicant shall provide a fully endorsed certificate of insurance demonstrating the following minimum insurance limits: Commercial General Liability: $1,000,000 per occurrence with a $2,000,000 General Aggregate.  (See Diocese of Richmond Application for Special Events Coverage)    
4. USE OF ALCOHOL: Any group that uses church property in the Diocese of Richmond, including outside groups who rent or are allowed to use facilities free of charge must agree to observe the Alcoholic Beverage Policy found in “Called to Work in Harmony” (APPENDIX A) as a condition for authorized use. The sale, consumption, or serving of alcoholic beverages to or by persons under the age of 21 years is not permitted. Applicant is responsible for the conduct of each patron and guest with respect to the consumption of alcoholic beverages on the premises.
http://www.richmonddiocese.org/sites/default/files/called_to_work_in_harmony_-_01-2014.pdf
5. REPORT DISCREPANCIES: The building should be neat and clean when you arrive. If is not, please contact the parish office the next business day to report damage or other discrepancies. (A walk-through/inspection of the facility prior to use is recommended).  
6. CONDITION OF FACILITY: Once your function is completed, please return the area you used to the condition it was in when you arrived i.e.: return the chairs, tables, kitchen, etc. to their original condition / location; do not adjust the thermostats.  
7. DECORATIONS: Staples, nails or glue are not allowed to affix decorations. Tape should not be used to affix decorations on walls where its removal will damage the paint or wall surface. It is the applicant’s responsibility to remove all decorations after the event. Failure to do so may result in forfeiture of the security deposit.

8. TRASH: Remove trash bags from any containers you used and place them in the outside trash cans.  
9. RESTROOMS: There are two restrooms in the parish hall. Check the restrooms and ensure trash is removed and the lights are off prior to your group’s departure.  
10. BUILDING SUPPLIES: Please do not use supplies or materials (kitchen, office, etc.) that do not belong to your group. 
11. SMOKE-FREE FACILITY: This is a smoke-free facility; smoking is not permitted in any part of the building.  
12. UPON EXITING: The Hall is to be vacated no later than 11p.m. Ensure all lights, appliances, etc. are off and all doors are locked prior to leaving the building.

TERMS OF USE: By signing this agreement, you acknowledge that your have read this form and that your group / organization agrees to abide by the requirements listed above. 
Applicants should not assume implied consent by the parish for items not expressly stated in this agreement and should direct all questions and requests to the parish office or parish manager.

Please sign and return this form to the St. Joseph Parish office. Keep a copy for your records and pass along a copy to any adult from your group who will be responsible for using the Parish Hall. Please notify the office of any changes to your schedule.
ST JOSEPH PARISH HALL RENTAL FEES:

The following fees apply to groups wishing to rent the parish hall facility:
A. FEE – PARISHIONERS:

· For a period of three (3) hours or less

· Weddings

$225.00

· Other Events

$150.00

· For a period of more than (3) hours

· Weddings

$325.00

· Other Events

$250.00

B. FEE – NON-PARISHIONER:

· For a period of three (3) hours or less


· Weddings

$300.00

· Other Events

$175.00

· For a period of more than (3) hours


· Weddings

$400.00

· Other Events

$275.00

C. KITCHEN / DISHWASHER FEES: An additional fee of $50.00 will be levied for the use of the kitchen and a fee of $12.00/hour for a dishwasher operator.
D. SECURITY DEPOSIT: A refundable $150.00 security cleanup deposit is required to confirm your requested reservation.  The security deposit will be returned within 30 days after the event providing post-event clean-up has been completed in accordance with the agreement and there has been no loss or damage to the premises. The security deposit will be forfeited for any loss or damage to the premises or in the event the post-event clean-up has not been completed in accordance with the agreement. Further, the applicant will be financially liable for any loss or damages in excess of the security deposit.
GROUP NAME: _______________________________________________________________

FUNCTION: __________________________________________________________________

DATE / TIME PERIOD YOUR GROUP IS APPROVED TO USE THE FACILITY:
________________________________________________________________________

You are not allowed to use this facility at any other time unless you coordinate/reserve the facility through the parish office. Do not give the key to this facility to anyone outside your organization. 
GROUP SIZE: _____________________________NOT TO EXCEED:
Maximum seating capacity: 150 guests; Maximum standing capacity: 175 guests
NAME OF CONTACT PERSON / PERSON RESPONSIBLE FOR THIS GROUP:
_______________________________________________________________________

(NOTIFY OFFICE IF THIS PERSON CHANGES)

The undersigned has read and agrees to abide by the requirements for the use of Cordier Hall.
SIGNATURE: ____________________________________DATE:_________________

PHONE NUMBER:  DAY___________________ EVENING: _____________________
1. NUMBER OF HOURS REQUESTED:
__________

2. HOURS FEE: 



__________
3. KITCHEN CHARGE:


__________

4. DISHWASHER CHARGE:

__________

5. SECURITY DEPOSIT:


__________

TOTAL RENTAL FEE:


__________
Please sign and return this form to the St. Joseph Parish office. Keep a copy for your records and pass along a copy to any adult from your group who will be responsible for using the Parish Hall. Please notify the office of any changes to your schedule.
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