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Mayfield Village Creative & Performing Arts 
6622 Wilson Mills Road
Mayfield Village, OH  44143

440.442.5506/Fax: 440.446.1479
Diane Wolgamuth
General Manager- Reserve Hall
After hours:  330-338-2267

Reserve Hall Rental Agreement
	Date of Event
	

	Time of Event
	                                Set up Date/Time:  



	Name/Nature of Event
	

	Individual or Organization
“Renter”
	

	Address


	

	Non-Profit Status (501c3)
	 FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No  

	Contact 
	Name

	
	Phone:                              Fax:

	
	Cell:                                 E-mail:

	Facilities Needed
	 FORMCHECKBOX 
 Auditorium/Theatre        FORMCHECKBOX 
 Civic Hall        FORMCHECKBOX 
 Kitchen

	Tables/Chairs
	6’ x 30” Rect. (max 22)     Required:  _______
4’ Round (max 14)            Required:  _______

Chairs (max 125)              Required:  _______

	Caterer

	

	Alcohol
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
If alcohol is served, MV Police Security is required.  Call Lt. Edelman at 440-461-1234 to make arrangements.

	Liability Insurance
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

$1,000,000 event coverage required naming Mayfield Village as an additional insured.  

	Staffing Needs
	 FORMCHECKBOX 
  Sound Technician
 FORMCHECKBOX 
  Lighting Technician
 FORMCHECKBOX 
  Set-up Assistance


1.  Facility Information
The Mayfield Village Civic Center is located at 6622 Wilson Mills Road in Mayfield Village, Ohio.  Within the Civic Center is “Reserve Hall”, a 156 permanent seat theatre with an additional 36 portable seats available.  Reserve Hall has state-of-the-art sound and lighting systems and a motorized projection screen.  A seating chart and stage and equipment specifications are attached.  Unstaffed box office space is also available.  
The “Civic Hall” is a 2200 sq. ft. meeting hall which accommodates up to 180 people.  Civic Hall has a full kitchen equipped with two South Bend ovens (10 burners), a Hobart convection oven, a Hobart grill, a cooler, freezer, dishwasher, and two 60-cup coffeepots.

The rental of Civic Hall and the kitchen are ONLY available in conjunction with the rental of Reserve Hall and will not be rented separately.
2.  Rental Rates
a)  Rental of Reserve Hall is $400.00 for the first day’s use and $200.00 for each additional consecutive day.  This cost includes use of the light and sound systems, the control room, the box office, and a downstairs changing room.
b)  Rental of Civic Hall with or without use of the kitchen (in conjunction with the rental of Reserve Hall) is $150.00 for the first day’s use and $75.00 for each additional consecutive day.  

c)  A “day” is defined as 11:00 a.m. to 11:00 p.m.  Rental for any portion of a day will be considered a full day and will be charged a full day’s rent.  Any variation of the stated hours must be approved by the General Manager.
d) Qualifying 501(c)(3) organizations will be given a fifty percent (50%) discount off all rental rates. 
e)  Fifty percent (50%) of the total rental fee is due within ten (10) days of booking the facility and signing this Rental Agreement.  The balance is due ten (10) days prior to the event.
3.  No Smoking
The Mayfield Village Civic Center is a non-smoking facility.  No smoking is permitted anywhere in the building.  In addition, no open flames, candles or smoke machines are permitted.

 4.  No Food or Drink
No food or drink is permitted in Reserve Hall.  All refreshments are confined to the Civic Hall or the foyer area outside Reserve Hall.

5.  Gambling

Ohio law prohibits the use of the Mayfield Village Civic Center for gambling purposes.  If you have any questions regarding whether your activity constitutes gambling, please contact the Mayfield Village Law Department at 440-442-6800.
6.  Police Security

If 100 or more people are expected at your event, or if you will be serving alcohol, you must make arrangements with the Mayfield Village Police Department to hire a security officer.  The officer must be present during the entire event.  The cost for a security officer is $16.00 per hour, due at the start of the event.  Please contact Lt. Rich Edelman at 440-461-1234 to make appropriate arrangements.
Remember that alcoholic beverages may only be served to persons 21 years of age or older.  It is the applicant’s responsibility to make sure no one under the age of 21 consumes alcohol in the Civic Center.  If you have any questions about your responsibility, please contact the Mayfield Village Law Department at 440-442-6800.

7.  Parking
There are 168 parking spaces at the Civic Center which is ample parking for the maximum number of people permitted in the building at any one time.  Parking is free.
8.  Insurance
Any individual or group renting Reserve Hall must obtain $1,000,000 combined single limit coverage naming Mayfield Village as an additional insured.

9.  Tables and Chairs
Folding tables and chairs are available for use in Civic Hall at no additional charge.  Current availability is 22 rectangular tables (6’ x 30”), 14 round tables (4’ diameter) and 125 chairs.
10.  Set-up Assistance
If assistance with setup is requested, the necessary number of individuals will be made available by Mayfield Village at a cost of $25.00 per hour per individual.  This amount shall be due and payable on the day of the event.
11.  Custodial Services
Custodial services are provided as part of the rental agreement.
12.  Catering
a)  Catering is not provided as part of the rental agreement and a private caterer must be obtained.  Dishes and linens are also not provided.  If these items are rented, delivery must be arranged with the General 
Manager.
b)  The caterer must provide a copy of its certificate of insurance.
c)  The caterer is expected to remove all food from the facility at the end of 
the event and all trash must be deposited in the dumpster located in the Civic Center parking lot.

13.  Temporary Liquor Permit
State of Ohio liquor control laws contain special provisions designed to permit nonprofit organizations to obtain temporary liquor permits to sell or serve alcoholic beverages.  Applications for temporary liquor permits are available through the Ohio Division of Liquor Control at www.liquorcontrol.ohio.gov.  The sale of alcoholic beverages at the Civic Center is prohibited unless an appropriate permit has been obtained.

14.  Technicians
With the approval of the General Manager, Renter may provide its own sound and lighting technicians.  If technicians are provided by Mayfield Village, the cost will range from $15.00 to $25.00 per technician per hour (dependant upon level of expertise required), paid directly to the technician at the start of the event.  

15.  Facility Protection

In order to avoid permanent damage to the facility, decorating must adhere to the following guidelines:

a) All decorations and entertainment equipment are subject to the approval of Mayfield Village.  Mayfield Village shall not be liable for any damage to or loss of property or equipment brought into the facility in conjunction with the event by the renter or their members, officers, employees, agents, contractors or any person who attends the event.

b) All decorations must be of a type that will not damage or deface the premises.  No nails, tape, glue or other type of adhesive may be used.  Backdrops must be freestanding.  No decorations are to be hung from exit signs, chandeliers, or lighting trusses.
c) No open flames (e.g. candles, oil lamps) are permitted in the Civic Center.

d) All decorations and/or equipment brought in for the event must be removed by the renter at the end of the event.
e) The Renter assumes responsibility for all costs related to damage of the facility or equipment resulting from use, abuse or neglect.

16.  No Assignment

The Renter shall not assign, sublet, or license its rights under this agreement to any third party without the written consent of Mayfield Village.

17.  Concurrent Use

Mayfield Village reserves the right to allow the concurrent use of other areas of the Civic Center not being used by Renter during the time of the use by Renter.

18.  Indemnity

The Renter shall indemnify and hold harmless Mayfield Village, its officials, directors, and employees from all claims, damages, losses, costs and expenses which they may suffer or incur as a result of the rental of Reserve Hall or any other rooms or facilities used by Renter.
19.  Condition of Premises

The Renter shall take the premises in the condition found at the time of the signing of this agreement and return the premises to the same condition at the conclusion of the event.  If the Renter finds it necessary to remove or change the location of any equipment, such changes shall be made by Mayfield Village at the Renter’s expense.  Renter shall not erect any structure in the premises unless a plan or description is presented and approved by Mayfield Village in writing.

20.  Capacity

The Renter shall not admit to the premises a larger number of persons than the seating capacity will accommodate or can safely move in or about the facility.  Mayfield Village reserves the right of access to performances and events by one or more of its employees for the purposes of observing and monitoring the event/performance.
21.  Termination and Cancellation

a) If the premises or any part thereof is destroyed or damaged and, in Mayfield Village’s opinion, rendered unusable, then this agreement shall terminate and the Renter waives any claim for damages or compensation.

b) If the Renter fails to pay any sum due to Mayfield Village, or fails to perform or observe any part of this agreement, Mayfield Village shall be entitled to terminate this agreement without notice.
c) The Renter shall use the facilities only for the purpose set out in this agreement and shall not use the facility for any other purpose without prior written consent of Mayfield Village, which consent may be arbitrarily withheld.  In the event that the program or use is inconsistent with the information previously provided to Mayfield Village, Mayfield Village may without notice to the Renter, immediately terminate this agreement without liability to the Renter.

d) If the Renter should cancel any performance or use of the facilities within ten (10) days of the scheduled event, the Renter shall forfeit the initial rent deposit paid.
e) Mayfield Village reserves the right to cancel Renter’s use of the facilities if the facilities are needed for a Village function.

This Agreement is entered into this ___ day of _________________, 20___.








           Mayfield Village
Approved:
___________________________

___________________________
Diane Wolgamuth




Bruce G. Rinker, Mayor
General Manager






 
  
         Renter







_________________________







Name of Individual or Organization







_____________________________







Signature

	Base Rent
	$



	50% Dep. (due w/in 10 days of signing
	$



	Balance (due 10 days prior to event)
	$



	Set-up assistance (due at start of event)
	$



	Sound Technician (due at start of event)
	$



	Light Technician (due at start of event)
	$
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