St. Gianna

Rental Policy

5-23-12

Rental Policy

· Areas 

· Areas to be rented include the Parish Hall, kitchen and classrooms.  See fee schedule for prices, which are subject to change. 

· Alcohol note allowed outside the Parish Hall and kitchen area.  
· Beverages 

· Renters are responsible for their own beverages.

· Beer can only be provided by the Our Lady’s Knights, Inc. 
· Soda is available upon request from the Our Lady’s Knights, Inc.
· Serving time for beer cannot exceed 4 hours. 

· Caterers

· Subject to approval of the Parish Hall Committee/Coordinator. 

· The caterer bills catering invoices directly to the lessee.

· Sterno may be used by caterers 

· Cleanup 

· Cleaning fees are included on the invoice billed by the Parish Office for usage of all parish buildings.

· Clean up fees will be assessed per contract. 

· Decorations

· Only free standing decorations

· No tape on the ceiling, walls, tables, etc.

· No nailing or stapling of decorations to ceiling, walls, tables, etc. 

· No open flames. 

· Deposit

· $200 security deposit due at time of booking. 

· Entrance into building

· Unless otherwise arranged, the member of the Facility Management Team who is working with the Lessee will unlock the facility and relock the facility.  

· If arrangements have been made to loan a key to the Lessee, the Lessee must call to arrange pick up of the key, and must return the key the first business day after the event for which the building was used.  

· Lessee Responsibilities

· Book date and pay security deposit to hold date at Parish Office.

· Read and sign contract and applicable forms within one week of paying the security deposit.  Pay half the amount due at this time. .  

· Contact approved caterer to book date, if applicable.

· Set up tables and chairs and decorate.  Return the room to the same set up that you found, or per diagram.

· Remove all personal items from the facility the night of the event. All cleaning, not covered by the cleaning fee, must be done the night of the event.  Premises must be vacated by midnight. (The parish cleaning crew will begin cleaning at 12:30 a.m.)

· Remove all trash, table covers, and take trash to the dumpster. 

· Balance of payment must be received 7 days prior to the event. 

· The only facilities Lessee may use will be noted in the contract. Any items in the contracted room may not be used unless specified in the contract.

· If any items are damaged, lessee will be held responsible for the cost of repairs over and above the deposit amount. 

· Insure parking lot and areas around the building are free of trash. 
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