[image: image1.png]A SeCOND CHANZE,,





 Room Rental Agreement
A Second Chance Inc. & Rhonda D. Wright Center

8350 Frankstown Avenue, Pittsburgh, PA 15221
(412) 342-0600
Client Name: ________________________________________ Today's Date: ____/____/_______

Address: ____________________________________________
City: ________________________

 State: ___________
Zip: ______________    

Phone #: _____________________  

 E-mail: _____________________________
Type of Event: ________________

 Event Date: ____/____/_______ (
Event Time: ___________ to ____________ #___ Hours
Number of Attendees Expected: ___________  (Please note that the RDW Rec room has a capacity of 200) we                                                   recommend 175 total ) 
[image: image1.png]r     Name of Musician: ________________ or DJ  
   Name of Caterer  ________________________             
Please check all that apply: 

   RDW Rec Room
   RDW Kitchen Area             Tony Sosso A
           Tony Sosso B

	Safety Deposit
$100.00
	Rental 

Amount          
$  (212 + $43 x per hrs)
To include setup/cleanup time.

Check here if doubled
 
Additional Gen Services staff
	Security

Amount

$

N/A


Check here if doubled

	Total 

Cost

$ 

2 week deadline for payment

___/   ___/____ With All Approval in place
	Total Amount Paid

 $

Ck #________or 
Cash 
	Safety Deposit  Deduction 

$

Circled if applied: 

Damages, Overage,  Cleaning
	Refund Deposit

Check Requested From Fiscal  

$                                            

Submit Date




 The Following reflects the rates for renting and additional details for ASCI Facilities
	Safety Deposit

*Required
	A deposit in the amount of $100.00 will be held until the event is completed and the facility has been inspected for compliance with this agreement. The deposit will be used to cover expenses related to lack of clean up, damages, or extended time occurred should the event not end by its scheduled time. Any remaining deposit funds will be due back to the client within two weeks from the date of the event and will be issued via check from the fiscal department and mailed directly to the address located on this form. 

	Rental Rate 
	The minimum rental rate is $212. This includes up to 2 hours of facility usage. The cost for each additional hour of time is $43.00. Set-up and clean-up is included in all rental agreements.
· The 2 hours includes one general service personnel providing access to the facility, restrooms and the securing of the facility. The rate includes a normal building utilities usage allowance.

· Additional general service personnel will be required for all events with $75 or more attendees, the per hour rate is $25.00. 
· Event Time to include (Setup and clean up time) and not to exceed. If the time goes over you will be charge the additional time and will come out of the Safety deposits.  General Service staff does setup the tables and chair prior to the event with layout that you provided.  

· If the event is scheduled on a holiday or other day when the agency is closed, the rates will double to allow for workers needed to make the facility available.  For example, the minimum rental rate will double from $212.00 to $424.00, and each additional hour will double from $43.00 to $86.00. The same will apply to any access monitoring and general services charges.
· Room agreements can only be made with individuals age 25 years or older. We require a photo copy of the clients PA State driver's license or PA State ID. Please note that date and agreement are not binding until the deposit has been paid and the client receives a signed contract by an authorized ASCI representative.
·  Full Payment including the safety deposit must be received 2 weeks prior to the event with room layout or the rental will be cancelled.     
· We understand that social media is a method to invite guests and promote events. However, the client is not permitted to charge fees at the door or use the faculties for profit and will be subject to additional charges or cancellation.
 

	Additional rates / information/ processing times
	· There are additional charges for renting multiple/additional rooms or spaces, other services and/or personnel that are needed (e.g., Business Technology Services, etc.) and will be determined on a case-by-case basis and subject to personnel availability.

· ASCI is non -profit agency that works to help the community, but also has to support internal charges associated with the rentals such as overhead, supplies, electrical, heating/cooling and up-keep of the facility. Therefore rates and pricing is subject to change without notice. We will make our best efforts to notify clients of any changes in process or pricing.
· No event cannot go 5% above the agreed upon seating or attending count of the room. No additional tables or chairs will be added after the general service personnel set up based on the agreed layout submitted two weeks before the event.

· Any event that goes over the attendance count will be subject to the following; 1) Client required to turn away additional person. 2) If 5% or under, client will be charged $2.00 per additional person which will come out of the Safety deposit. 3) In extreme cases, access monitoring would require the event to be shut down immediately and client will forfeit their deposit. 4) Police would be called in to shut it down.   
· ASCI reserves the right to increase these rates on a case-by case basis depending on intended use.

· All requests to use the facilities are to be submitted to the Facilities Director three weeks prior to the event date to allow for the necessary approvals to be obtained and to make arrangements for staff to be available, if approved.

	Access Monitoring         
	Security Coverage Rates: If we deem required will be (arranged by ASCI) is required for all events with over 30 attendees There $80.00 for the 1st (4 hours) then $20.(Hour) thereafter. Holiday will charge time and half ($30.00 per hour) for time worked on the Seven (7) Holidays as shown. New Years, Easter, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas 

The ratio is one guard per 30 attendees. They will observe and report any issues as they deem necessary to the Facilities Director and Security Supervisor and/or contact the Police, at their sole discretion, if needed.   

	Parking      
	Parking is available at the Main building and Rhonda D. Wright Center. Do not block any road ways and park in an orderly manner to maximize the parking. Do not block any doors, steps or ramps, as these are important for safety and are needed in emergencies. Handicap parking is restricted for vehicles having proper handicap mirror tags and/or plates.  

	Clean Up  
	The agency’s general service personnel will supply cleaning products, trash bags, rags, brooms, mops, and buckets during the hours of the event. All balloons, signs, decorations, etc. must be removed, via the client, from the inside and outside of the facility during the clean-up stage. All spills are required to be brought to the general service personnel's immediate attention.  The Building must be returned in the condition that it was received. 
All events must end and be clean-up by client by 10:30 PM. Maximum Occupancies for seating and or standing not to exceed the total of 175 attending (inside and outside).

	Drug and Smoke Free Facility
	The agency buildings and property are alcohol and smoke-free facilities. Smoking and/or drinking are not permitted anywhere on the property. 


As a Customer (Client), I understand that A Second Chance Inc. (ASCI) is responsible for the following and the Client is obligated to pay for the services as contained in this document. ASCI is solely responsible for the room(s) and its facilities and is not responsible for catering, decorating, entertainment or any other services used during your event. 
Agreement Guidelines/Requirements: (Carefully Read and Initial Each Bulleted Item):

· ____ Please initial that you understand and agree to all rental rates and processes as outlined above . 
· ____ No alcohol or drugs can be dispensed, consumed or sold on the premises. 

· ____ Catering services must be provided by companies or individuals approved by ASCI. (Name and contact information of caterer must be provided to ASCI two weeks prior to event) Kitchen may be used to warm and hold food. No food preparation is permitted on the premises.  

· ____ Musician services must be provided by companies or individuals approved by ASCI. (Name and contact information of musician/DJ must be provided to ASCI two weeks prior to event)

· ____All events must end by 9:00 PM (unless special permission is requested and granted). 
· _____All events must end and be clean-up by client by 10:30 PM (special permission) . Maximum Occupancies for seating and or standing not to exceed the total of 175 attending ( inside and outside). 

· ____ A Second Chance Inc. is a smoke free facility and smoking on property is prohibited.

· ____Events for minors must include a 10-to-1 adult chaperon ratio. Adult chaperons must be individuals 25 years of age or older to qualify.  

· ____ Decorations are permitted, but cannot damage the facilities in anyway. If the decorations do damage ASCI's property, the client is responsible for fees for damages. No tape is allowed on the floors and only painter's tape on the walls. All candles must be contained in votive or hurricane glass. 
· ____ Exterior doors are not permitted to be propped open for any reason.

· ____ Person/organization renting is responsible for clean-up. Trash is to be bagged and deposited in the dumpster. All floors are to be swept and tables wiped clean before client leaves the premises.  Exterior of the building is also to be without trash/debris from the event and all signs/ balloons/decorations/other removed. 
· ____ Noise of any kind must be kept at a reasonable volume in compliance with City of Pittsburgh ordinances.  
· ____ ASCI reserves the right to add additional rules or stipulations to the use of the facility at any time.

· ____ ASCI reserves the right to require the client to provide proof of liability insurance.
· ____ ASCI reserves the right to require a security deposit and may waive rental fees at its discretion, depending on the type of event or perceived risk associated with the rental use.  

IMPORTANT AGREEMENT: The undersigned, individually and/or on behalf of the above named organization, agrees to be entirely responsible for, and hold harmless and indemnify ASCI from, any and all claims, losses or damages to property owned by ASCI or others, and for all claims of injuries to any persons incurred while that organization or their guests are on ASCI property.  Furthermore, the undersigned understands that all fees paid to the ASCI are non-refundable and that the ASCI will not be responsible for the loss, damage or theft of personal property of, or personal injury to, those occupying the facility.  The undersigned acknowledges the Agreement Guidelines/Requirements/Rates as stated above and agrees, individually and/or on behalf of the above named organization, to abide by them.  The undersigned also acknowledges that they have the authority to bind themselves personally and/or the organization that they represent. 
Printed Name:
 ________________________________________                                                       
PA Driver License or  PA State ID #: ______________________
Position Title (if applicable): ________________________________________

Signature: ________________________________________   Date: ____/____/_______
The Client is required to be at the event for the duration of the event.

For ASCI use only:
· 1st Round approval date____/____/_______ (as well as input into spreadsheet)
· 2nd Round approval date____/____/_______

· Posted in outlook calendar date____/____/_______ (Renter Notified)
· Rec. Payment /Set up Lay out date____/____/_______(2 weeks prior to event)
· Set up complete date____/____/_______
· Security Company contacted to provide services ____/____/_______Time____ 

· Person ____________________________ Email____ Phone call______ Confirm_______ 
· Security Company hours _______ to _______  Attending Count #______

· Facilities Person Assigned : _______________________________   Date: ____/____/______
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