RENTAL CONTRACT


ALUMNI HOUSE AND VISITOR CENTER
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STATE UNIVERSITY




· The facility is available for use and rental by the University community of alumni, faculty and staff, students, parents, retirees, Board of Trustees, and departments of the University. 

· Rental Rates for the Perry Dining Room
$850 - Wedding Ceremony & Reception

$700 - Wedding Reception/Special Event

$450 - Wedding Ceremony Only (3 hour max)

$450 - Special Event (3 hour max)

Fifty percent of the room rental is required to confirm the event date. A check should accompany the contract, or a credit card may be called in or presented in person and will be run immediately. 
· The dining room seats 150 people maximum 

· Any event that requires food or beverage service must use the University caterers (Classic Fare Catering) 

· The Alumni House offers full alcohol service  

· There are four overnight guest rooms available for rental to the University community
$95 per night for double occupancy
$85 per night for single occupancy
Continental breakfast provided

In consideration of the use of the Alumni House, the Client agrees to abide by the Terms and Conditions following:

GENERAL:

(A) The Client must be eligible to rent the Alumni House facilities in accordance with the Alumni House policy on facilities rental. 

(B) The Applicant undertakes to observe all rules and directions, which are imposed by GVSU and the Alumni Relations Office generally, or specifically, in respect to the space which is being used. 

(C) The Client must be a member of the Grand Valley State University community (faculty, staff, retiree, student, and/or alumni).  Members of the Grand Valley community are solely privileged with the opportunity to rent space in the Alumni House.
(D) The Client understands that room capacity of 150 people will not be exceeded.
(E) In events that involve the service of prepared food, drink, or alcohol, the Client agrees to use the university catering service.  Further, the Client agrees to abide by all Michigan Liquor Control Commission rules and regulations involved in the service of alcohol in addition to those established by the university. 

(F) The Client understands that the facility being rented has a standard furniture set-up and that additional furnishings or the rearrangement of existing furnishing may result in additional expense to the Client.  Set-up requests must be made in advance with the Event Coordinator and must be finalized (5) five business days before the event date.  
FOOD & BEVERAGE:

(A) Final menu selections must be given to the Event Coordinator at least three weeks prior to the event to ensure the availability of requested menu items.

(B) All printed menu prices are subject to change.  Prices from valid menu will be guaranteed (30) thirty days prior to the event date, provided sufficient deposits have been made.

(C) Final alcohol selections must be given to the Event Coordinator at least (2) weeks prior to the event to ensure the availability of requested items. 

(D) A final guest count must be given to the Event Coordinator at least (5) five business days prior to the event.  If a final guest count is not received (5) five business days prior to the event, the food service provider will consider the last communicated guest count to be the final guest count.  The Client’s final bill will be based on the final guest count given or actual number served, which ever is higher.
FINANCIAL:

(A) A deposit is required for all events to confirm a reservation in Alumni House space(s).  The Client’s deposit is fifty percent of the room rate and secures only the rented space and the date and time of the event.  This deposit does not secure food or beverage prices and availability.

(B) When the final guest count is supplied to the Event Coordinator (see Food and Beverage D), the remaining event charges will be assessed, excluding any alcohol and less any payments or deposits received for the scheduled event.  Payment in full on the remaining balance is due on or before 5:00 pm two full business days before the scheduled event.  Example: Event is on Saturday, payment is due by 5:00pm Wednesday. Failure to pay in full by this deadline will postpone production of your event until full payment is received.

(C) If alcohol service is included in the event, payment for all alcohol and bartender services is due in full the night of the event.  

THE CLIENT AGREES: 

(A) To indemnify and hold harmless GVSU and its agents from all claims as a result of bodily injury or death to any person or persons or for damage to property of others arising out of the Client’s use of the facility. 

(B) To comply with all applicable municipal, state and federal government laws and regulations, and assumes all liability for and undertakes promptly to pay all taxes, if any, which are assessed against either GVSU or the Client in respect to the space occupied or the use for which the space is used. 

(C) To indemnify and hold harmless GVSU and its agents for any debt or other monetary obligation incurred by the Client before, after or during use of the facility aforesaid. 

(D) To reimburse GVSU for any loss or damage to property arising out of their occupancy, however caused. 

ADDITIONAL TERMS AND CONDITIONS: 

(A) Reservation time includes all set-up and clean-up time.  Reservation time must start at least 2 hours before event time. For events requiring special set-up and/or decorations, please speak to the Event Coordinator to arrange earlier access to the Alumni House. PLEASE NOTE: Technical specifications and room set-up must be received at least five business days prior to the event date. If specifications are not received, Alumni Relations will not guarantee that appropriate equipment or resources will be available. 
(B) Outside food and drink are not allowed in the Alumni House.  

(C) Food and drink from the Alumni House, partial or whole, are not to leave the premises by state law.  

(D) Rental charge includes use of all tables, chairs, permanent lighting, podium, and PA system.  Audio-visual equipment and stages are available at additional charge (see Rental Equipment/Audiovisual Services section located in client reservation packet).
(E) Alcohol service will be discontinued at 11:30 pm., all events end by 12 Midnight.
(F) GVSU agrees to provide the necessary safeguards to protect the Client’s property when left overnight in the facility.  Clients are required to pick up such property within 24 hours after the end of their event.

(G) Force Majeure:  Each party shall be excused from the performance of any obligation, other than the payment of money for services already provided hereunder to the extent that such obligation is hindered or prevented by any strike, boycott, lockout or other dispute, act of God, any riot civil disturbance or any act of war, terrorism, any fire or theft, any present or future governmental law, ordinance, rule or regulation, or any other cause beyond the parties control. At Client's request, If GVSU cannot provide access to the Alumni House for any of the reasons listed above,  attempts will be made  to locate a suitable alternative university location but GVSU accepts no obligation and makes no promise or guarantee that suitable alternative space will be available.   

CANCELLATION AND TERMINATION: 

The Alumni House reserves the right to terminate this agreement without refund of booking deposit if in its opinion the Client has in the application provided false or misleading information, or the Client has defaulted in providing anything required by the application, or the Client is in breach of any term or condition of this agreement. This agreement may be canceled by the Client by giving written notice to the Alumni Relations office at least 90 days prior to the function, and in such case Alumni Relations will refund all deposits less any expenses incurred on behalf of the Client. In no other case shall the Client be entitled to the return of the deposit. 

This contract must be filled out in its entirety to be considered valid.  

This agreement is between Grand Valley State University Alumni Relations and:

CLIENT NAME & AFFILIATION W/ GVSU ______________________________________

Street Address _______________________________________________________

City ______________________________
State ___________
Zip __________

Phone (wk) :_____________   Phone (hm) :_____________   Fax : _____________


Event Name:

Wedding and/or Reception:
Partner 1: ______________________________


Partner 2: _____________________________

GVSU agrees to make available the Alumni House and Visitor Center for the date(s) and times indicated for the use of the Client.

Date(s) of Event(s):

Time(s) of Event(s):

Approximate Guest Count:

Occasion:
CONTACT INFORMATION
Primary Contact: _________________________________


Daytime Phone: ___________________________________



Alternate Phone (specify hm/wk/cell): _________________

E-mail address ____________________________________

Secondary Contact: ________________________________

Daytime Phone: ___________________________________

Alternate Phone (specify hm/wk/cell): _________________

E-mail address ____________________________________

Special catering, set up or audio visual Requests:

Room Rental: $700 Reception- $850 Reception and Ceremony – 50% of the total must be submitted with this contract to confirm the reservation.

A check should accompany the contract (see mailing address below), or a credit card may be called in or presented in person and will be run immediately. 

Please make checks payable to Grand Valley State University and return it to:



Alumni House and Visitor Center



Attn: Event Coordinator



1 Campus Dr



Allendale, MI 49401

There will be a charge of $25.00 for all N.S.F. Checks.

The Alumni House and Visitor Center will not hold tentative bookings past the deposit and contract due date.  RESERVATIONS ARE NOT CONSIDERED CONFIRMED UNTIL THE APPROPRIATE DEPOSIT IS RECEIVED.  TENTATIVE BOOKINGS ARE SUBJECT TO CANCELLATIONS.  

Mandatory Client Information 

In order to process your reservation, this contract must be signed and dated.  An unsigned contract will be returned to the Client and the reservation will not be considered confirmed until the contract is complete. 
Signature ___________________________________ Date ___________

Please keep a copy of this contract for your records
�
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