"all CORNERSTONE
Ao d Center for the Arts

520 E. Main Street m Muncie, IN m 47305

Facility Rental Agreement

The Cornerstone Center for the Arts, hereinafter referred to as CCA, agrees to lease space in the
Cornerstone Center for the Arts, 520 East Main Street, Muncie, IN, to the person or organization
listed below as “Lessee™:

Lessee:

Contact Person:

Billing Address:

Phone:

Event Title:

Event Date: d Attendance:
Time In: To Be Determinie \T infe out: To Be Determined
Start time: To E nd time:__To Be Determined (4 Hr Time Frame)

Decorating Start time: End time:_To Be Determined (2 Hr Time Frame)

Fees and Payment
¢ than 12 months in advance are subject to change to reflect fees
current at time of event)

(Fe

Check spaces during rental:

O Colonnade Room Banquet Hall O Edmund Burke Ball Auditorium
First O Mezzanine Board Room
O Art Room O Great Room O Lobby Area O Mail/Conf. Rm.
Second O Music Room O Theatre Room
Second O Ballet Studio O Lobby O McDonald’s Rm. O Music Studio #1
Mo O Music Studio #2 O Music Studio#3 O Piano Lab O Mezz. Studio

O Weaver’s Studio




Room Rental Fee:

Discount:

Subtotal:

Damage Deposit:

; !
. Manrﬁg VisA
For your convenience, we accept: - i !

No. Exp. Total Fees: $ .00

Sionature: Due with Signed Agree

Due o

SUBJECT TO THE ATTACHED TERMS AND CONDITIONS, A
ACCEPTED BY:

For Lessee: For Won

AV

AND

ter for the Arts:

Signature:
By (print name): : Brett 1lison
Title: tor of Rentals & Events

Date:

(Tax Exempt orgamizations must fill out attached exemption form. Additional

ms and Conditions are on following pages.)



Form ST-I5 5F# 4065 (Rev 1000 Indiana Department of Revenue General Sales Tax Exemption Certificate
This form ta oo o be used as an Agriculoral ar Whility Exemption Cemificie. Company Exemption Cenlificates are not valid for personal purchoses,

Mame TIDw

Address _ Date:

City State _ Zip Code
[ Blunket 1 Single Purchase Deccription of Artickcs

[ Sale to Retailer, Whalezaler or Manufactursr for Eesale Omly

[} Sate of Manufaciuring hfachinery, Tools and Equipment to be Used Directly in Direcl Prodoction

[1 Sales te Mat-far-Prafil Urptunzations, Claiming Exempt Furchases Pursuant W Sales Taa Infotmation Bualletin #14
Note: Many purchases by Not-for-Profit Organizations are subject (o Sales Tax: therefore, porchusers are cawtioned (o resd Sales Tax Toformation Bolletin #10 hefom
signing this cermficate,

{1 Sales ko Goverroneatal Unics

[ Odver (Explain) -
1 hereby cenify under the penalties of perjury, thal the propenty that is to be purchased by the uac of this exemption certificate in o be wsed Jor an sxempa purpose
pursuant 1o the Stale 3ross Retail Salex Tax Act.
Signature Title

7
DEPOSITS - A non-refundable rental deposit and{ deposit are due upon the signing of this
agreement. The amount of said deposits is set fort of this agreement and shall be credited to the
fee payable hereunder. The remainingba i € ¢ days prior to the rental date. Payment made by

Arts. In the event of cancellation, the following
age Deposit refunded; 30 days or less No Refund of

Any Kind is returned. No Exceptions to thi fll be made.

PAYMENT - In the event that 3 er this agreement is not received when due and other arrangements
have not been made, in writing 0 iWbe declared null and void, at the option of CCA, and CCA shall
have no further obligations ufid 18 . CCA may retain any deposit paid as liquidated damages.
Returned checks a ) .00 plus all bank charges.

CERTIFICATE QUIREMENT - Lessee shall at its own expense obtain and maintain at all times

during the te i omprehensive General Liability Insurance (including, without limitation,
coverage to pr
the installation and operation
by an insurance carrier accept

quipment and instruments by Lessee, its employees, contractor and agents) written

e to CCA. Individuals hosting “invitation only” events shall provide coverage of no
less than $300,000; all shall provide coverage of no less than $1,000,000. Lessee will provide a certificate
of this Insurance with the Cornerstone Center for the Arts named as the certificate holder and named as an
additional insured, and mailed to 520 E Main St, Muncie Indiana 47305. Any lessee whose event has a cash bar
shall provide coverage no less than $500,000; if event has a full host bar lessee shall provide coverage of no less
than $1,000,000. Copies must be received at least 30 days prior to the rental date. If proof of insurance is not
received, CCA shall have the right to terminate this agreement and retain any advanced deposit.
In addition, Lessee agrees to carry and maintain Workmen’s Compensation and Occupational Disease insurance
covering Lessee’s employees throughout the term of this agreement.

PERSONNEL - CCA will provide one on-site manager. CCA will provide, at Lessee’s expense, all other personnel
required to prepare and operate the facility for the event(s) at the cost outlined by the CCA in its rental rates. Such
personnel may include but is not limited to any ushers, ticket takers, ticket sellers, gallery attendants, parking



attendants, police, lighting operators, sound system operators, or stage hands. If Lessee requests additional CCA
personnel, arrangements for scheduling such personnel must be made at the time of this agreement and approved by
the CCA Director of Rentals & Events. CCA personnel fees will be outlined and included in the rental rate and are
due as part of this agreement. Personnel of the Lessee will be under the supervision of the CCA manager on duty.
SCHEDULING REQUIREMENTS - Stage requirements and event details must be worked out and approved by the
CCA Director of Events or designated staff. No changes can be made within 48 hours of the scheduled event. If
Lessee desires to modify their facility usage schedule, the schedule must be submitted in writing to and approved by
the CCA Director of Events so as to ensure the proper staffing and billing at the end of the usage period.
A program open to the general public involving more than one performance on the same date must be scheduled and
operated in such a manner that an interval of not less than 30 minutes occurs between the end of one performance
and the starting of the next one.
CONDUCT/SAFETY - The Lessee is responsible for the conduct of its repr ntatlves nd members while in the
Cornerstone Center for the Arts which includes, but is not limited to, the re i care of the facility and
concern for the patrons. Safety regulations shall be in accordance with local, st ulations and shall
be enforced by CCA staff.

ACCESS - CCA and its staff shall have complete and total access a
term of this agreement.

RESPONSIBILITY FOR THE PROPERTY OF LESSEE -
property brought on the premises by the Lessee, and CCAfhere

sibility whatsoever for any
and discharged from any and

Lessee.
TICKETS/SEATING - All advanced ticket sales by the Cornerstone Center for the Arts Box Office.
A $1.00 per ticket commission is charged and s i
week before the show. The Lessee is responsibl

may be utilized and no one will be perm

or other locations is prohibited. CCA
advertising for all events h enter for the Arts.

PROMOTIONAL MATERIAL i ?ﬁterials used in the foyers and other areas of the Cornerstone

ram held in the Auditorium and must be approved in advance by

The following neluded in publicity posters, handbills, programs and the like created by the Lessee:
“Rental pres i iated with regular Cornerstone Center for the Arts programming.”
CCA reserves i i motional material throughout the Cornerstone Center for the Arts concerning
its own programs.
Whenever possible (dgpendentiipon other events occurring at the Cornerstone Center for the Arts) CCA will place
notice of the Lessee’s € the exterior sign 5 days prior to the event.
The Lessee may not publicly promote its event until CCA has receipt of a fully executed agreement.
INSTALLATION/DISPLAYS - The use of tape or other adhesives, nails, tacks, screws or similar articles on walls,
floors or plaster surfaces is not allowed. All decorations shall be installed without defacing the building and shall be
subject to the supervision and approval of CCA management. Displays in the lobby must be located as not to
interfere with crowd movement or artwork on display. Any unauthorized advertising materials will be removed.
SCENERY - Arrangements for constructing or painting scenery on the premises, or for setting up scenery or equipment
on the stage, must be made in advance with CCA staff.
EQUIPMENT USE - Lighting and/or sound equipment may not be placed in front of the stage curtain or attached in
any manner to any part of the auditorium unless specifically approved in advance by CCA management.




The use, maintenance and operation of CCA equipment, including lighting system, sound system and machinery is
restricted to authorized personnel under the direction of the CCA Director of Events. The Director of Events is
responsible for all backstage activity. Any equipment brought in by the Lessee must have prior approval by CCA
management. There will be no storage of equipment or materials before or after the event.

DAMAGES - Any damage to the Cornerstone Center for the Arts and/or its equipment caused by the Lessee, its agents,
employees or contractors will be charged to the Lessee who will be responsible for the payment of the cost of any
necessary repairs, or replacement, as determined by the CCA Director of Events or designated staff. Payment for
damages in excess of the damage deposit will be made upon demand. Keeping the facility clean and in good
condition helps maintain lower rental costs.

SALE OF MATERIALS - There shall be no sale of materials or transactions involvinggontracts for sale of materials in
the Cornerstone Center for the Arts without the prior approval of the CCA of Events. If approval is
granted, twenty percent (20%) of such sales (gross) shall be paid to the erstong, Center for the Arts. The
collection of Indiana Sales Tax is the responsibility of the Lessee. S ducted in the lobby or
Colonnade Room Banquet Hall only.

REFRESHMENTS (Applies to Auditorium ONLY) - All food and refr
in those areas designated for this purpose. At no time shall food ipfthe auditorium proper
or served or consumed backstage except as required by scrip everages are subject to

approval by the CCA Director of Rentals & Events. Ten percent (10 hall be paid to the CCA. The
collection of Indiana Sales tax is the responsibility of the

CAMERAS AND RECORDING EQUIPMENT - Mov ipment and electronic recording
equipment shall not be permitted in the auditoriu for the Arts before or during any
performance except by agreement with the artj ' i . Any written agreements

between the Lessee and outside production com
staff. A copy will be attached and made part of th
to CCA concession fees.

The Cornerstone Center for the Arts i cco-free. Violation of prohibition may result in a

bmitted to and approved in advance by the CCA
¢f video and DVD recordings may be subject

shall leave the premises clea
to CCA’s satisfaction, CCA
rental supplies and equlpment
any such cleanup I
provisions of t A or Less€e be prevented by an act of God, the act or regulation of public or

trash and in good repair. If premises are not cleaned and cleared
yhe premises and remove all debris, trash, personal property and
e for the cost of cleaning and clearing the premises. The cost of

staff, in their so es that this agreement was cancelled for one of the reasons hsted above,
Lessee’s deposit shall be refun d in full. If Lessee should cancel this engagement for any reason not listed above,
CCA shall retain the deposit patd by Lessee as liquidated damages.

CCA may cancel this agré€ment if Lessee misrepresents the purpose(s) for which the Cornerstone Center for the
Arts is to be used or the nature of the event or program. In such circumstances, CCA shall have no liability to
Lessee, and Lessee shall pay on demand all damages incurred by CCA including costs and attorney’s fees. CCA
reserves the right to retain the deposit paid by Lessee as liquidated damages.

INDEMNIFICATION - Lessee agrees to conduct its activities at the Cornerstone Center for the Arts so as not to
endanger any person or property thereon. Lessee shall indemnify and save harmless CCA and its agents and
employees against any and all claims, actions, demands, expenses and judgments for loss, damage or injury to
property or persons as a result of Lessee’s or its patron’s acts upon or use of the Cornerstone Center for the Arts.




COMPLIANCE WITH THE LAW - Lessee shall abide by and comply with all applicable laws, rules, ordinances and
regulations of the United States of America, the State of Indiana, the County of Delaware and the City of Muncie,
and any board, agency or bureau thereof. Parties agree that there shall be no segregation or discrimination practiced
in the Cornerstone Center for the Arts because of race, color, sex or creed against any guest or against any patron as
to admission or to seating in the auditorium or place of activity.

CORNERSTONE CENTER FOR THE ARTS RULES - The Lessee shall be aware of the written Cornerstone Center
for the Arts Rules and agrees to conduct usage of the Cornerstone Center for the Arts in accordance with those rules.

USE OF COPYRIGHTED MATERIALS - Lessee shall assume all costs and obligations arising from the use of
patented and/or copyrighted materials, equipment, devices, processes or dramatic rights furnished or used or

incorporated in the conduct of the Event. Lessee agrees to indemnify and hold ha s CCA and its duly
authorized representatives from all damages, costs, expenses, including attorney’ or or on account of the use
of any patented and/or copyrighted materials, equipment, devices or dramatic @hts furnighed or used by Lessee in
connection with the event. Lessee shall obtain and pay for all appropriate SESAC licenses for

performances.
Additional Charge Listing

Additignal Staffing Charge
for minimum of 4 hours per staff member

Additional Rental
y Item rented on lessee’s behalf will be billed to lessee

Projector $25.00 Stage - $50.00

Rental Guidelines for Event & Decorating Overtime Charges

This agreement constitutes the entire understanding between the parties and shall not be altered, modified, or
changed in any way without the express written consent of CCA. It is further understood that this agreement

cannot be assigned or transferred. This agreement shall be governed in accordance with the laws of the State
of Indiana.




Rental Guidelines

Decorating

The use of glitter, bubbles, confetti and sand is prohibited in any room. Bubbles may however, be used outside the
building. All candles and flames must be enclosed.

Examples of decorations must be presented and approved by CCA Management before the day of decorating.
No decorations will be hung on the walls. Nothing will be taped to any surface wit

Rentals & Events (or designee). Any damage that may be a result of not adheri
of damage deposit.

ut approval of Director of
his rule will result in loss

The Colonnade Room only comes standard Ivy lighted garland on the balcony whi
main floor contains multiple trees which are also lit. These items are lit for all events specified.

Director of Rentals & Events (or designee) must approve other decoratifig of balcony. enter for the Arts
reserves the right to enforce replacement charges if these centerpiec removed from th ity or damaged in any
way during your scheduled event. At this time there is no set decoratio other rooms

centerpieces. The

All decorations must be contained in the rented space,
Events has been given.

*Some decorative items used for centerpieces are a¥ dditional fee from the Cornerstone Center for the
Arts

Alcoholic beverages must be served by a lic d remain in the Rented Room. This is NON-
NEGOTIABLE. Indiana State Law prohibits verages during an event that is serving alcohol.

Food service must be providedb eri ents who have been approved by Cornerstone Center for
the Arts. No exceptions will be nia i ovided with an approved list of caterers who are permitted to do
business with the Co 4

booked together (for exampl€, one room for a wedding ceremony and another room for the reception) then event time is
a total of five-and-a-half hours. Additional event time is available at a rate of $75 per hour. After Midnight, the rate
goes up to $200 per hour and will be billed after your event unless otherwise requested. Room rental includes a 2-hour
set up/decorating period the day of your event. Additional decorating time may be purchased at the rate of $50 per
hour. This decorating Period must be arranged with the Director of Rentals & Events (or designee).



Insurance Requirement

As stated in the Rental Agreement, anyone renting space at Cornerstone Center for the Arts is required to
provide Comprehensive General Liability Insurance. The coverage is to be no less than $300,000 for “invitation
only” events; all others must provide coverage of no less than $1,000,000. Copies should be received at least 30
days prior to the rental date. If proof of insurance is not received, CCA shall have the right to terminate this
agreement and retain any advanced deposit. Please be sure to read this section in your contract for all
information that is required. Your insurance agent should be able to assist you with this. If you need additional
assistance please do not hesitate to contact us.

SECURITY IS REQUIRED (AT LESEE’S EXPENSE) FOR ALL UNIVE
WHEN ALCOHOL IS BEING SERV

Y ORGANIZATION EVENTS

Clean up and Vacating Premises

Standard and customary cleanup is included in room rental fee. An orized designee
deems above and beyond standard and customary may result in loss o i itional charges. Included
into room rental fee is standard and customary lhour amount ofitime, for i is€s. In the event that CCA
Manager on Duty deems amount of time to be above the stafid ional fee of $50 per half hour

may be imposed.
All third-party rental items MUST be removed pnnade Room at the conclusion of the event unless
prior arrangements have been made before the d ¢ ailure of removal on arranged date will

result in a $75 per day storage fee.

Cornerstone Center for the Arts is not

our event to discuss the initial needs for your event, at that time we
may also set up a timeline for yo y will need to know at this meeting all of the vendors who will

be providing service for your eve
We will also sche

Please Note: An i i d to be communicated to us no later than 36 hours prior to your event.
(We know that th itéms, which come up the day of your event, and will work with you to the

best of our ability to satisfy these needs). Any Changes to floor plan the day of vour event may be subject to a
minimum $25.00 set up

It is our goal at Cornerstone Center for the Arts to strive for excellence. Please do not hesitate to ask us for any
assistance.



Food

N =

Stage Use

—

v

10.

11.

12.
13.

Edmund B. Ball Auditorium
Cornerstone Center for the Arts
Policies of Use

Food or drink is not allowed in the Auditorium or on the Stage. Plain water is the exception.

Recognizing the need of a space for the consumption of food and drink, the designated areas are the dressing rooms. It is the
responsibility of the Lessee/Contact Person to make sure this policy is enforced. At the end of the event, it is the responsibility of
the Lessee/Contact Person to make sure that these areas are free of food debris. Trash bags need to be tied and placed in the green
dumpster behind the building. Any drinks need to be emptied before placing in the trash bag.
Failure in responsibility regarding the above policies may result in a minimum cleaning

No construction on stage. The joining and/or bracing of scenery are the exception.
Nothing will be screwed, lagged, and/or bolted to the stage floor

Cement blocks and/or bricks are prohibited. The Director of Rentals & £vents and/or Buildi i ent may grant special
permission if special circumstances exist. 48-Hour prior written noti ust be submitted.
No painting of any kind will take place on stage unless the Direct ing Superintendent grants
permission in writing.

The Back wall of the stage will not be painted for any reason

y may be “Dead” hung on an
available batten. Notice must be given on the equipmes > ; i tals & Events and/or Building

No existing hanging curtains, projection screens, i i moved to accommodate drop(s) or scenery. The exception
will be the cyc.
No one except Director of Rentals & Events, Build i and/or designated employee may move any hanging object.
The light board, soundboard, follow icrophone will be strictly handled by the Director of
Rentals & Events and/or Building
If the event is scheduled for more tha
stages.

There is no permanent storage of scenery,
issued if items are not réfeye

notice prior to the event

ents, etc on stage or in the auditorium. A $25 storage fee will be
jconclusion of the event. If longer storage time is absolutely necessary 14-day

ing, this includes the Auditorium.
ees incurred are the responsibility of the lessee. A preliminary meeting to tour

Date



