Rental Agreement Old Nacogdoches University Building
EVENT and RENTER INFORMATION

Date: Start Time: End Time:
ALL RENTALS MUST DEPART BY 10:00 PM
Type of Function: Organization or Individual Renter:
Name of Contact: Cell: Email:
Address:
$200 Deposit Check #: Rental Amount: $ Check #:

Make each check payable to the Nacogdoches Federation of Women’s Clubs (NFWC)

**|_essee Signature: Lessee Printed Name: Date:
**SIGNATURE CONFIRMS THAT THE RENTER HAS RECEIVED INSTRUCTIONS AND AGREES TO ABIDE BY ALL RULES FOR BUILDING USE.
FAILURE TO DO SO WILL RESULT IN FORFEITURE OF THE DEPOSIT AND POSSIBLE ADDITIONAL CHARGES FOR INCURRED DAMAGES.

Checks will be deposited immediately. Failure to cancel a reservation prior to 10 days before the scheduled
event will result in a $100 administrative charge. Cancellation refunds will be mailed within 30 days. Deposit
will be returned when building is returned to original condition and inspected by the Reservation Chair (or her
representative) on the day of or the day immediately following the event. If no damages are found, the deposit
will be mailed within 10 days of the event. Renter is subject to additional fees depending upon damages.

Reservation is confirmed after receipt of this completed form, the deposit check, and the rental check. Send
form and checks to Reservation Chair at PO Box 633113, Nacogdoches, TX 75963. To confirm availability or
other questions, please leave a detailed message with your contact information at 936-569-7292.

Reservation Chair: Date:

FEE SCHEDULE — BUILDING CAPACITY 100 PERSONS; RENTAL IS OF DOWNSTAIRS ONLY*

Rental Fee Per Hour $100 (Any partial hour is charged at the full hour rate; failure to vacate on time will
be taken out of deposit and additional fees charged if needed.)
Docent Fee Per Hour *  $10/hour | Professional Photographer Fee Per Hour  $50/hour

*Required to access 2™ floor museum; rental must be during normal museum hours 1-4 PM Tues-Fri and 10 AM-4 PM Sat.

RENTAL INCLUDES

48 Folding Chairs 24 Dessert Plates Refrigerator & Small Freezer
15 Card Tables 24 Glass Mugs Stove, Oven, and Microwave
1 Large Dining Room Table with Tablecloth 24 Glasses 1 Mr. Coffee

2 sets of settees, chairs, and tables in each room | 24 Place Flatware Settings | Tea Kettle

Silk Flower Arrangements Platters and Serving Dishes | Podium and Microphone

Additional tablecloths and other items are available for rental, consult with the Reservations Chair.

The OUB is a historic building of significance and should be treated accordingly. All items and furnishings
contribute to the interpretation of the building — its builders and those who lived and studied here. The second-
floor museum artifacts should not be touched, moved, or altered in any way. The first floor also includes
notable artifacts as well as antique furniture that should be treated with care and respect. We welcome the use
of the OUB for showers, parties, receptions, meetings, luncheons, family reunions, and anniversaries.
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Rental Agreement Old Nacogdoches University Building

Building Rules for First Floor Rentals
Any and all violations may result in forfeit of deposit and/or additional fines

GENERAL RULES

NO ALCOHOL IS ALLOWED ON THE PROPERTY.

No smoking on the property. ® No pets on the property. ® No firearms on the property.
No lighted candles on the property or fires in the fireplaces.

Children must be attended at all times; no unaccompanied children on the stairs, elevator, or 2" floor.

EVENT SET-UP

Nothing is to be nailed, tacked, or attached to furniture, walls, or any other part of the OUB.

Do not move décor accessories or historic artifacts from tables, mantles, or display cases.

Do not remove paintings, pictures, maps, or other objects from the walls.

Do not place food, drinks, or decorative items on the piano.

The piano and dining room table may not be moved.

All other furniture cannot be moved without pre-event approval from Reservation Chair. With permission, furniture must be

physically picked up; do not drag or slide across floors or rugs.

No interior furniture may be used outside.

Rental canopies and folding chairs are acceptable in the garden.

No glitter, confetti, rice, or bird seed is allowed on the property.

Bring your own towels, tablecloths (one is provided for dining room table), napkins, cleaning supplies, and garbage bags.

o  Fresh flowers are welcome; however, if any vases need water, there must be a drainage plate placed under the container.
Flowers must be delivered and removed during rental period. Arrangements must be in a finished state and ready for
installation. No floral work may be done inside the building. The florist or lessee will be responsible for any plant residue.

DURING EVENT
e  Only professionally trained pianist allowed to play piano. Prior approval is required.
e  Exterior doors must remain closed during the event.

AFTER EVENT

e No loitering on the property after the event; all events must end by 10:00 PM.

o Meet with rental companies to pick up canopies, dishes, and other related items.

e The lessee is responsible for leaving the building in the condition that it was found. All trash, food, décor, personal items,
flower arrangements, debris will be removed by the end of the rental period. Messes left behind will be evaluated by staff
and covered by some or all of the deposit and/or additional fines. Report any damages to Reservations Chair.

Remove all food and drinks including those in the refrigerator, coffee pot, or pitchers.

Handwash all dishes, dry thoroughly, return to shelve or storage trays. Do not use dishwasher.

Unplug small appliances. ® Double check the oven and burners to ensure they are turned off.
Remove garbage from 3 bathrooms and kitchen. Use the dumpsters behind TJR, not those next to OUB fence.

Sweep and vacuum all of first floor (entry, parlor, dining room, kitchen, and bathrooms) using supplies in the storage room.
Return all folding chairs to the folding chair carts. ~ ® Close all shutters and turn off all lights.

Lock all doors (the front left door must have both upper and lower bolts in place).

Return key to CVB or make arrangements with the Reservations Chair.

If some of your supplies must be left for next-day pick up, arrange with the Reservations Chair a time for collection. This
avoids conflict with the next rental of the building or other visiting guests.

MEMBER CLUBS
e Federation member clubs are entitled to one free use per year.
o Federation member clubs will be charged %2 price for next use and afterwards pay full rental price.
o All rental guidelines apply to free and discounted uses and all will require a completed reservation form to confirm the date, a
paid deposit, and compliance with usage condition and cancellation policies.

NISD FUNCTIONS
e Official NISD functions approved by the NISD Superintendent will be free.
e Each campus is entitled to one free campus function each year if approved by the campus principal.
o All rental guidelines shall apply to NISD campus functions and will require a completed reservation form to confirm the date,
a paid deposit, and compliance with usage condition and cancellation policies.
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