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EVENT RENTAL AGREEMENT
Enjoy the tranquil setting of Jack Rabbit Gallery (“JRG”) for your special events and receptions. This Event Rental Agreement has been developed with careful

consideration of the impact that special events may have on the artworks on display at JRG.  JRG reserves the right to refuse use for any events deemed inappropriate for the space or potentially damaging to the artwork.  This Event Rental Agreement and the attached Checklist must be completed and signed in order for you to use JRG.
JRG amenities include:

· 2000 square feet of indoor event space
· Two restrooms

· Four-speaker surround sound system

· Overhead and Gallery Track Lighting

· WiFi, Smart TV video systemOne
· Generous outdoor patio space

· Four outdoor picnic tables underneath mature Pecan trees

· Ample reserved and on-street parking  
At least one member of JRG’s staff will be on hand throughout the event to oversee the use of the space, to answer questions and to lock and unlock the gallery.  Gallery rental occupancy is limited to 130 guests.
Sales of or inquiries about JRG artwork during an event are welcomed.

Fees and Deposits
1. Usage Fees.  The base usage fee is $280 per hour on weekdays, $300 per hour on weekends, including the set up and clean up time required for your event.  All fees are billed in one-hour increments.  
2. Payment Schedule.  If your event is estimated to last 1 to 3 hours, 100% of the estimated rental fee is due when you sign and return this Agreement to reserve your event date.  For events estimated to last 4 hours or more, a reservation fee of 50% of the estimated rental fee is required to reserve your event date, which is due when you sign and return this Agreement.  The gallery is not reserved until JRG receives the applicable reservation fee.  For events estimated to last 4 hours or more, the balance of the estimated rental fee is due at least two weeks prior to the event date.  Additional fees will be charged if the actual time length of the event exceeds the time reserved or art movement is requested.  Any last minute changes to the reservation must be paid at the time requested with a credit card. The following people are authorized to make additions to my reservation once on site: Names___________________, ____________________, __________________.
3. Security and Deposit.  In addition to the usage fee, the user (“User”) is required to provide credit card information to be held on file as security for damages that may occur.  In addition, a deposit of $1,000 is due along with the signed Agreement.  Deposits will be refunded no later than two weeks after the event, minus any charges for damage or clean up incurred by JRG during the event.  If User chooses not to clean up the gallery after the event, JRG charges $250 for cleaning the gallery.
4. Art Movement.  JRG will accommodate movement of a limited amount of art for an event, if desired, but JRG will charge $20 per person per hour for that service.
5. Cancellation Fee.  If the User needs to cancel or reschedule an event, JRG should be given at least 30 days’ prior written notice.  Failure give 30 days’ notice of cancellation will result in forfeiture of the User’s reservation fee.  Failure to pay the balance of the rental fee at least two weeks in advance of the event date will result in cancellation of the event and forfeiture of the User’s reservation fee.  Cancellations submitted within 14 days of the event date are not refundable.  Any rescheduling of an event is subject to availability.
Catering
6. Approved Caterers.  JRG approved caterers are the only persons allowed to bring food and beverages into the gallery.  JRG has carefully selected its approved caterers to provide a wide range of food and beverage options to User and guests of User.  JRG currently offers food and beverage service through the following approved caterers:  Butter & Company Catering; Churrascos Catering; and Pass the Bar Event Services.  JRG keeps information on file from these caterers for the convenience of the User, but arranging and paying for food and beverage service is the sole responsibility of the User.
7. No Cooking.  Neither the User nor any of User’s guests are permitted to bring food and beverages into the gallery.  In addition, cooking food inside the gallery is prohibited.
8. Checklist and Walk Through.  When User pays the balance of the rental fee at least two weeks prior to the date of the event, User will meet with JRG’s staff to finalize the attached Checklist and discuss the floor plan for the event and catering plan.  A floor plan showing the layout of tables, food and drink stations must conform to the final event.
9. Valet Service.  Valet parking services may be hired at the discretion of the User, provided that any valet service chosen by User must provide proof of liability insurance to JRG and JRG must be indemnified from any related loss or damage.
Set up and Clean Up
10. User is responsible for all setup including chairs, tables and other furniture or equipment. JRG owns a limited number of tables and chairs which may be used at no additional charge.   
11. User is responsible for ensuring that an adequate number of tables and chairs are available for the event.  If desired, tables, chairs, bars, and other equipment are available for rental from our approved caterers, but may incur an additional charge.  
12. The User, its agents and guests must remove all equipment and materials they bring with them to the gallery, and return the gallery to its original condition, at the end of the rental period.

13. The Checklist and floor plan will delineate setup details and planned placement of tables, chairs, podiums, bar, equipment, etc.
14. Rental time includes setup and cleanup. User must plan for the vacating of all parties from the Gallery by 11 p.m., including cleanup.
15. JRG does not provide linens or table coverings. 
16. JRG does not provide a microphone or PA system.
17. Due to JRG’s normal business hours, actual setup for an event may not begin earlier than 2 hours prior to the start of the event.
18. All rental equipment, linens, etc. must be delivered during business hours no earlier than the weekday prior to the event. They must be picked up during business hours on the first weekday immediately following the event. Before or after those days, a charge of $50 per day will be assessed for storage of items not belonging to JRG. 
19. Lost and found items will be stored for 30 days and then will be donated to a charitable organization.
Other Provisions
20. Artwork may not be touched, moved or altered by the User. 
21. Any electrical cords must be taped to the floor for safety. Signage for the event is permitted on the door only. The gallery reserves the right to post signage advising of a private event.
22. The front desk of the gallery may not be used as a bar or serving table, and no liquids may be served or stored in that area. The office area of the gallery, as well as phones, computer and other electronic equipment in the gallery, are for the exclusive use of JRG staff. 
23. User may not adjust lighting. No candles, fires, pyrotechnics, smoke or bubble machines may be used.

24. No loud music after 8 pm on weekdays, or 10 pm on weekends.

25. All events must end by 11 pm.  
26. Smoking in the gallery is not allowed.
27. User agrees to abide by all local, state and federal laws while on the premises and to indemnify and hold JRG harmless from any violations. User agrees to indemnify and hold JRG and its owners harmless from and against all claims, damages, losses or injuries related to the rental.
28. In consideration for the use of JRG, User waives any and all claims, actions and causes of actions for damages against JRG, its employees, owners, managers, and members, including but not limited to any damages resulting from action taken in enforcement of the rights set forth in this Agreement, relating to, or in connection with the use of the premises.
29. Any damage that may occur due to the negligence or behavior of the User, an agent of the User or any of the attendees of the event (regardless of whether they were invited or not) are the responsibility of the User. The User also agrees that if the premises, or any items contained therein, regardless of whether the item is owned by JRG, is damaged by any act, default or negligence by the User, an agent of the User or any of the attendees of the event, the User will pay JRG the sum necessary to restore or repair item to original condition.  In the event the item is beyond repair, the User will pay the sum equal to the full, retail price of the item, as determined by JRG.
30. JRG, or one of its agents, reserves the right to (a) eject any person, (b) halt any activity or (c) disperse any gathering in the gallery it deems objectionable, inappropriate, or illegal.  Gatherings prohibited at the gallery will include, but are not limited to gatherings and activities of a lewd nature or activities that could be construed as a public nuisance.

IN WITNESS WHEREOF, the parties hereto have signed this agreement as of the date below. 

User: __________________________________________(print)


Company Name (if any):

Authorized Signature 
___________________________________________________________ 

Title _______________________

Date_______________________

Jack Rabbit Gallery LLC
Authorized Signature  
__________________________________________________________ 

Name:

Jodi M. Grogan

Title 

Managing Director
Date_______________________

APPENDIX: EVENT CHECKLIST
USER’S NAME: 

_________________________________________________

DATE OF EVENT:

_________________________________________________

USER’S ADDRESS:
_________________________________________________

USER’S PHONE:

_________________________________________________

USER’S EMAIL:

_________________________________________________

EVENT DESCRIPTION: 
_________________________________________________





(SHOWER, AWARD CEREMONY, CORPORATE EVENT, RECEPTION, MEETING, ETC.)

	No. of Attendees (estimated)
	
	Estimated Rental Total
	

	Event Start Time
	
	Reservation Fee (1/2 Total)
	

	Event End Time
	
	Balance Due 2 Weeks Prior
	

	Set Up Time 
	
	Deposit (refundable)
	$1,000

	Clean Up Time
	
	
	

	
	
	
	

	
	
	Total Charges at Signing
	


Card type: 

______________________________________________________

Name on Card: 
_________________________________________________ (print)

Billing Address
______________________________________________________

Card #

______________________________________________________

Expiration Date
______________________________________________________
3 Digit CVC Code
______________________________________________________

ACKNOWLEDGMENT:

I have read the policies of Jack Rabbit Gallery related to rental events and I agree to abide by these policies. 
I agree to defend (with attorneys acceptable to the art gallery), indemnify, protect and hold harmless Jack Rabbit Gallery and its officers, agents, representatives and owners, from and against any and all damage, loss claim, liability and expense, including but not limited to actual legal fees and legal costs, incurred directly or indirectly by reason of the use of occupancy of Jack Rabbit Gallery, the act or omissions of me/us, our agents, employees, licensees or invitees, or any claim, demands, damage, suit or judgment brought by or on behalf of any person or persons for damage, loss or expense due to, but not limited to bodily injury or property damage sustained by such person or persons which arise out of, are occasioned by, or are in any way attributable to me/us, our agents, employees, licensees, or invitees or our use of Jack Rabbit Gallery.

User’s Signature: _______________________________________ DATE: _____________
Jack Rabbit Gallery LLC

By:
_____________________________



Name:  
Jodi  M. Grogan

Title 

Managing Director


Date_______________________

