35 -5 Avenue
Spruce Grove,
780.962.4423

Al

Spruce Grove Public Library
Melcor Cultural Centre

SPRUCE GROVE PUBLIC LIBRARY ROOM

AB T7X2C5

www.sprucegrovelibrary.org

FAX: 962-4826

Lessee Name

RENTAL CONTRACT

Mailing Address:

Name of Business/Group

Phone No.

E-Mail

Library Staff Contact:

Date of original booking:

Dates Booked*** Start Time . . End Tlme
. . . (including cleaning and take
(multiple dates separate by comas) (including setup) down)

*»*Advance bookings are subject to change.

Please check one:

0 Program Room

0 Meeting Room A

[0 Meeting Room B

O Virtual Classroom

$20/hour or $110 full
day
Non Profit $10/hour

$25/hour or $110 full
day
Non Profit $10/hour

$15/hour or $110 full
day
Non Profit $10/hour

$75/hour (additional
fees may apply)

60 chairs, 15 tables
12 kids chairs, 2 kids
tables

20 chairs, 6 tables

18 chairs, 7 tables

Video Conference Facility
*Additional Contract
Required

Total capacity:
134 standing or 105
seated

Total capacity:
55 standing or 43 seated

Total capacity:
44 standing or 35 seated

Total Capacity:
35 standing or 27 seated

Equipment & Resources

Please check all that are required, additional charges may apply. Catering requires 1 week advanced notice.

Furniture

Equipment

Refreshments

O Extra Chairs-Qty

O Overhead Projector
($10/hour rental)

O Coffee - $1.00/person-Qty people

O Extra Tables-Qty

O Data Projector
($100security deposit and
$20/hour rental)

O Assorted Beverages — coffee, water, juice, pop
$2.00/person-Qty people

O Easel (paper and pens not
provided)

O Light Snacks - $4.00/person-Qty people

Total $

O Catered Lunch - $12/person-Qty people

Staff member assigned to
Equipment & Resources

O Tap Water (Jugs) - No Charge-Qty jugs

Total $

Other Requirements/Notes

Fees are due in advance, any additional charges will be invoiced.

TOTAL TIME:

OTHER CHARGES (see above list)

X $ /Hour = $
= $
TOTAL $

OFFICE USE

INVOICE NO:

INVOICE DATE:

i

Rental Terms and Orientation on Reverse




RENTAL TERMS & CONDITIONS

10.

11.

12.

| hereb

Cancellations must be received within 24 hours of room use or a $20.00 fee will apply.
Please check in at the front desk before your meeting.

Please leave the room clean and in the same condition as you found it. Make sure furniture is replaced
to its original location. Any damages or excessive mess may be subject to an additional $20.00 charge.

Smoking is not permitted pursuant to Bylaw C-470-03.3

Users may not disrupt the use of the library by others. Persons using the meeting rooms are subject to
all library rules and regulations.

Granting permission to use the library facilities does not constitute an endorsement of the group or its
beliefs by the library.

The library reserves the right to refuse use of the meeting rooms to any group.
The library is not responsible for injury, articles, or equipment left in the room.
Library and Art Gallery programs are given first priority for the Meeting Rooms.

The Person signing the contract must be eighteen (18) years of age or over and by signing this contract
assume full responsibility and liability for the function and those involved in the function. Any
vandalism, rowdy behavior or extended use of allotted time may be subject to additional charges or loss
of privileges.

Groups using the Library Meeting Room must provide their own general liability coverage for their
program if they are not operating on behalf of the Library. They will need to provide the Library with a
certificate of insurance indicating that they have general liability coverage and the certificate should
also name the Spruce Grove Public Library as an “additional insured”.

The lessee agrees to indemnify and save harmless the Library from and against all claims, demands,
losses, costs, damages, actions, suits or proceedings arising out of, or in any way related to the rental
of the facilities under this agreement. Without restricting the generality of the foregoing, the lessee
shall be responsible for any loss or damage to the facility property or equipment, howsoever caused
arising out of the rental of the facility under this agreement.

y agree to the terms and conditions as indicated in this agreement.

Lessee Signature Date Staff Signature Date

ORIENTATION CHECKLIST

Performed prior to use.

O

0
0
0

Identify Fire Exits, Extinguishers and
Evacuation Routes

Phone Location — Dial 9 For Outside Line
Emergency Response Procedures — Supplies & Equipment Verified

Dial 9 For an Outside Line and Call 911 Room Must be Clean and Returned to its
Emergency Contact After Hours Only — Original State.

Dial 9 For an Outside Line 780-886-0115

Setup & Take Down Procedures
Staff Areas vs. Public Areas
After Hours — Library Will be Locked Off

Oooood

| have received an orientation and understand the use of Library space.

Lessee Signature Date Staff Signature Date




