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USE AND RENTAL OF OUR LADY OF VICTORY SAINT GEORGE FACILITIES
[bookmark: _heading=h.hl2og08u7mia]Rental fees and Insurance requirements: 
· Payments are due to St Michael Parish one month prior to event date
· Insurance paperwork is required one month prior to the event date
· In event of cancellation, a refund will be given with the exception of the insurance fee
Large Gatherings (More than 100) 
· $300 for parishioners + Insurance fee of $100 if not utilizing own policy
· $400 for non-parishioners + Insurance fee of $100 if not utilizing own policy
Small Gatherings: (100 or less) 
· $50 for parishioners + Insurance fee of $100 if not utilizing own policy
· $200 for non-parishioners + Insurance fee of $100 if not utilizing own policy
Refundable deposit
$300/event-Any damage to the property or contents will be the sole responsibility of the party using the facility.  If damage is caused by a caterer or another party, it will be the renter’s responsibility. Failure to follow the Alcohol and Smoking policy will result in forfeiture of the deposit. Deposit will be shredded or refunded or notification of payment of damages will be issued within three weeks of the event.
[bookmark: _heading=h.cxbnvk5edhar]Alcohol & Smoking Policy:
· Smoking is not permitted on Saint George Parish property.
· Alcohol is not permitted on Saint George Parish property for outside events. 
General Guidelines:
· Events that do not adhere to Catholic teaching will not be permitted. 
· A marriage ceremony may not be performed outside of the Nave.
· Set up and clean up are the sole responsibility of the renter. Set up timing for the event will be scheduled with office administration. 
· Clean up must be done post event. Details listed below. Arrangements can be made with the Parish to have the facility cleaned for a fee of $250.
· Use of classrooms or classroom equipment is not permitted unless arrangements have been made.
· Tables are to be lifted and carried. Do not sit on tables.
· Painter’s tape is to be used if you tape pictures, posters, etc. on walls or doors.
· Helium balloons must be secure.  
· Confetti is not allowed.
· Saint George Parish reserves the right to inspect the area during the time of the event and to communicate with the contact person if any issues are to be addressed during the event.
BEFORE LEAVING THE EVENT SPACE, PLEASE CHECK:
· The lavatories: that no sinks or toilets have water running, paper is picked up, etc.  
· All lights are turned off.  
· Pick up tables and chairs and clean the floor.
· Garbage is bagged and put in the dumpster.
· Floors are to be cleaned appropriately.  Wet and dry mops are in the utility room by the lavatories near the front door and in the furnace room to the east of the kitchen.  Please use a wet mop with only warm water and a little dish soap to clean floor spills etc.  This includes the kitchen floor, lavatories etc.  Carpets are to be vacuumed and spot cleaned if needed.
· Three sets of doors between Hall and Church are locked.
· Used towels and dishcloths are to be laundered and returned to the kitchen within a week
· Compliance with alcohol and smoking guidelines.
Additional Guidelines if renting space for a wedding
Rehearsal Dinners
· Events that do not adhere to Catholic teaching will not be permitted.
· There is no rental fee for using the event space for a rehearsal dinner if the space is also rented for a wedding reception. However, the event must be insured, and the Special Events Coverage must be filled out for this event if the Diocese Insurance is utilized.
Wedding Receptions
· Events that do not adhere to Catholic teaching will not be permitted.
· A marriage ceremony may not be performed outside of the Nave.
· The reception must be completed, event space cleaned and vacated by 12:00AM
· Decoration timing can be coordinated with office administration.           

_______________________________________
Signature-I have read and agree to the terms above and accept responsibility for any damages.					       	   
Printed Name  _______________________________________                 Date_______________________
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