SL BROWN FOUNDATION
UPPER HOUSE
SPACE USE AGREEMENT
This Space Use Agreement ("Agreement") is entered into between the Stephen and Laurel Brown Foundation, Inc., a Wisconsin nonprofit organization ("Foundation"), and the organization or individual identified below ("User"). By signing this Agreement, the User agrees to the terms and conditions set forth herein. Please read this Agreement carefully before submitting.

SECTION 1 – EVENT INFORMATION

	Name of Organization / Group (“User”):
	

	Primary Contact Name:
	

	Phone Number:
	

	Email Address:
	

	Mailing Address:
	

	Event / Activity Name:
	

	Event Date(s):
	

	Setup Time:
	

	Event Start Time:
	

	Event End Time:
	

	Reservation End Time (Reset Complete By):
	

	Space(s) Requested ("Space"):
	

	Estimated Attendance:
	

	Will minors be present?
	Yes  /  No

	Audio/Visual Equipment/Staffing Needed:
	Yes  /  No  (describe below)

	Catering/Food & Beverage:
	Yes  /  No  (describe below)

	Will a fee be charged to attend the Event?
	Yes  /  No  (describe below)


	Will a Security Deposit be required, and if so, in what amount?
	

	Additional Notes/Exception Dates (Dates NOT Available):
	



Description of event/activity and any special setup or equipment needs:
____________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________

SECTION 2 – FEES AND PAYMENT
2.1 	A reservation fee of $________ is due at the time of signing. The reservation fee or the first installment of the reservation fee, as applicable, must be paid by User to secure the Space. 
2.2	A security deposit may be required by Foundation depending on the size of the Event.
2.3	Payment may be made by check (payable to “SL Brown Foundation"), cash, or other methods accepted by the Foundation.
2.4	Cancellations made more than thirty (30) days before the event will receive a refund of the reservation fee. Cancellations made within thirty (30) days of the Event will forfeit the reservation fee. The Foundation reserves the right to cancel this Agreement due to facility emergencies, safety concerns, or Foundation events that conflict with the dates and times listed in Section 1. In the event of cancellation by the Foundation, the Foundation will refund the reservation fee, or a pro-rated amount of the reservation fee if there is more than one Event Date.	



SECTION 3 – MISSION ALIGNMENT AND USE RESTRICTIONS
3.1	The mission of the Foundation is: Leading Christian thought and formation to shape the University of Wisconsin community and beyond.  All use of the Space and Foundation facilities must be consistent with this mission and with the Foundation's Statement of Faith, a copy of which is attached to this Agreement as Addendum A. 
3.2	The Foundation may decline any request to use the Space or revoke permission for use of the Space if the Foundation determines that the proposed use conflicts with its mission, values, or tax-exempt status as a religious organization.
3.3	The following are prohibited in the Space and on the Foundation’s property:
	(a)	Consumption, sale, or possession of alcohol or illegal substances;
	(b)	Smoking, vaping, or use of tobacco products;
(c)	Weapons of any kind, except as permitted by applicable Wisconsin law;
(d)	Profane, obscene, or otherwise objectionable materials, displays, or presentations;
(e)  	Any activity that violates federal, state, or local law.

3.4	The User agrees not to use the Foundation's name, logo, or endorsement in any advertising, promotional material, or social media in connection with the Event that implicitly or explicitly represents that a partnership exists with the Foundation unless the Foundation provides its prior written consent.

SECTION 4 – RESPONSIBILITIES OF THE USER
4.1 	The User is responsible for the conduct of all attendees and for ensuring compliance with this Agreement, Foundation policies, and all applicable laws throughout the duration of the Event, including setup and cleanup.
4.2.  	The User must designate a responsible adult (age 25 or older, or as approved by Foundation) as the on-site Event Coordinator who will be present for the entire event and available by phone to Foundation staff. Event Coordinator name __________________________ and cell phone: __________________________.
4.3.  	The User must leave all spaces within the Space in the same condition as found. This includes removal of all items brought into the Space by User or its attendees, guests, staff or volunteers, such as decorations, equipment, and food, and returning furniture to its original configuration. Cleanup must be completed by the Reservation End Time specified in Section 1. The Foundation may withhold the security deposit if substantial cleanup is required after the Reservation End Time of the Event.
4.4. 	The User shall not exceed the capacity designated by the Foundation for any space. 
4.5.  	The User shall not make any alterations or damage property in any way. Affixing anything to walls, floors or ceilings or use of open flames (candles, sterno, etc.) requires prior written approval from Foundation.
4.6.  	The User is responsible for arranging and bearing the costs of any catering or other services not provided by the Foundation. All vendors must be approved in advance and must comply with Foundation policies. 
4.7	Audio/visual equipment and staffing must be (1) pre-approved by the Foundation, or (2) provided by the Foundation for a fee. 
4.8.  	If the Event includes minors, the User is solely responsible for ensuring appropriate supervision and compliance with all applicable Wisconsin child protection laws and best practices.
4.9.   Parking is available as designated by the Foundation. The User is responsible for communicating parking arrangements to attendees. Note: SLBF cannot guarantee a parking rate and/or reduced rate of parking in the EMI parking garage under the Lucky Building. 

SECTION 5 – LIABILITY AND INDEMNIFICATION
5.1	The User assumes all risk and liability for all injury, damage, or loss to persons or property arising from or in connection with the User's use of the Space.
5.2	The User agrees to indemnify, defend, and hold harmless Foundation, its directors, officers, employees, agents, and volunteers from and against any and all claims, including but not limited to third party claims, demands, suits, judgments, losses, expenses, or costs (including reasonable attorneys' fees) arising from or related to the User's use of the Space, the conduct of the User's event or attendees, or any breach of this Agreement or applicable law.
5.3	The Foundation carries general liability insurance on its facilities. The User is strongly encouraged to obtain event liability insurance. The Foundation may require proof of insurance for certain events at its discretion.
5.4	The Foundation shall not be liable for theft, loss, or damage to any personal property of the User, its staff, volunteers or attendees brought into the Space or onto the premises.

SECTION 6 – IMAGE/PHOTO RELEASE
6.1	The User is responsible for obtaining any necessary photo/image releases from attendees.
6.2	The User gives the Foundation permission to photograph or video the Event for its own website, marketing, social media, promotional or any other lawful purpose without compensation. 

SECTION 7 – GENERAL PROVISIONS
7.1	Governing Law. This Agreement shall be governed by and construed in accordance with the laws of the State of Wisconsin without regard to its conflict of law provisions. If any dispute arises under this Agreement, the parties agree to resolve it through arbitration.  The arbitration will be handled by the American Arbitration Association, following the Commercial Arbitration Rules and will be decided by one arbitrator in Madison, Wisconsin. The arbitration shall be governed by Wisconsin's arbitration law (Wis. Stat. ch. 788), and Wisconsin law will apply to the contract itself. 
7.2	Entire Agreement. This Agreement, together with any attached Addenda, constitutes the entire agreement between the parties with respect to its subject matter and supersedes all prior understandings, representations, or agreements, whether written or oral.
7.3	Amendments. No modification of this Agreement shall be effective unless made in writing and signed by both parties.
7.4	Severability. If any provision of this Agreement is found to be invalid or unenforceable, the remaining provisions shall continue in full force and effect.
7.5	Non-Waiver. Failure by the Foundation to enforce any provision of this Agreement shall not constitute a waiver of its right to enforce that or any other provision in the future.
7.6	Right of Entry. The Foundation reserves the right to enter and inspect the Space and facilities at any time during the Event.
7.7	Force Majeure. The Foundation shall not be liable for failure to provide the reserved Space due to circumstances beyond its reasonable control, including but not limited to natural disasters, severe weather, government orders, fire, or mechanical failure. In such events, the Foundation will make reasonable efforts to reschedule and will refund fees if rescheduling is not possible.

SECTION 8 – SIGNATURES AND ACKNOWLEDGEMENT
By signing below, the User acknowledges that it has read, understands, and agrees to all terms and conditions of this Agreement and represents that it is authorized to enter into this Agreement on behalf of the organization or group identified above.

USER 
Signature:  ___________________________________________________
Printed Name:  ______________________________________________
Title / Role:  _________________________________________________
Date:  ________________________________________________________

STEPHEN AND LAUREL BROWN FOUNDATION, INC.

Signature:  ______________________________________
Printed Name:  ___________________________________
Title:  ___________________________________________
Date:  __________________________________________
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