WCOEP Venue Rental Agreement
The Woman’s Club of El Paso
1400 N. Mesa Street, El Paso, Texas 79902
(915) 532-6131 | www.wcoep.org
This Venue Rental Agreement (“Agreement”)
This Venue Rental Agreement (“Agreement”) is entered into as of [Date] by and between The Woman’s Club of El Paso (“Venue”) and [Renter’s Full Name] (“Renter”).
1. Event Details

Event Name: ________________________________________________
Event Type: _________________________________________________
Purpose of Event: _____________________________________
Date of Event: _______________
Event Start Time: ___________  Event End Time: ___________
Estimated Attendance: __________
2. Renter Information
Name of Responsible: ______________________________________
Organization (if any): ______________________________________
Address: ____________________________________________________
Phone: _______________________Backup:_______________________
Email: _______________________________________________________
3. Rental Fees
Rental Fee: $____________
Security Deposit (refundable): $_______________
Additional Fees (cleaning, overtime, etc.): $_______________
Total Due: $________________
                                           
     Initials:  _________ President    _________ Treasurer        _________ Renter


Payment Schedule:
A separate check for cleaning & damage deposit as well as 50% of the total invoice. 
Balance due no later than 10 days prior to the event.
4. Cancellation Policy
Cancellations made more than 45 -31 days prior to the event will receive a full refund of the deposit. 
No refunds for cancellations made within 30 days of the event.
Rescheduling the same event is subject to date available and to the approval of the Building Utilization Committee. If approved, an event will only be scheduled once and the deposit is forfeit.
5. Responsibilities of Renter
The Renter agrees to:
Abide by all local laws and Venue policies.
Be responsible for any damages incurred and/or misplaced or missing items (ie. kitchen and serving items) during the event.
Ensure that all guests vacate the premises by the end time stated above.
Provide any required permits or personnel (e.g., for alcohol, music).
6. Facility Use
The Renter will have access to the following areas (check all that apply):
☐ Main Hall
☐ Kitchen
☐ Garden/Outdoor Area
☐ Bridal Suite- Olga Kohlberg Suite & Center Upstairs Room
[bookmark: _Hlk200524809]☐ Backstage Dressing Rooms
☐ Stage
☐ Parking Lot
☐ Other_____________________________________________________________________
                                            

    Initials:  _________ President    _________ Treasurer        _________ Renter


The use of nails, tacks, or adhesives on walls is prohibited unless pre-approved. No open flames or confetti are allowed.
7. Liability
The Woman’s Club of El Paso is not responsible for injury, theft, or loss of personal property that occurs during the rental period. The Renter agrees to indemnify and hold harmless the Venue from any claims.
8. Insurance
☐ Proof of Event Liability Insurance is required and must be submitted 14 days before the event.  
Date received:___________________________
☐ Not required
9. Alcohol Policy
☐ Alcohol will be served
☐ Alcohol will not be served
If alcohol is to be served, the Renter must obtain a TABC-certified bartender and appropriate insurance.
10. Signatures

Organization Catering:__________________________________________________
Responsible Party Signature: ______________________________________________
Printed Name: _________________________________________________
Date: __________________
Venue Representative:
[bookmark: _Hlk200524995]President Signature: _______________________________________________
Printed Name: _________________________________________
Date: __________________
Recording Secretary Signature: ________________________________________________
Printed Name: _________________________________________________________
Date: __________________

                                               
 Initials:  _________ President    _________ Treasurer       _________ Renter





PHYSICAL CONDITION OF PREMISES
Section 1. Surrender of Premises. Lessee shall quit and surrender the leased premises and all equipment contained on and in the leased premises to lessor at the end of the term of this lease agreement in the same condition as at the date of the commencement of this lease agreement ordinary use and wear excepted.

Section 2. Indemnification. Lessee covenants and agrees to save lessor harmless and to indemnify lessor against any and all claims or liabilities that may arise or accrue by reason of the use by lessee of the leased premises.
Section 3. Use of Premises. Lessee shall not damage, mar, nor in any manner deface the leased premises or any equipment contained in or on the leased premises, and shall not cause or permit anything to be done by which the leased premises or equipment in or on the leased premises shall be in any manner damaged, marred, or defaced. Lessee will not drive or permit to be driven nails, hooks, tacks, or screws into any part of the building or equipment contained in the building and will not make or allow to be made any alterations of any kind to the building or equipment contained in the building.

Section 4. Damage to Premises. If the leased premises, or any part of the building on the leased premises, or any equipment located on the leased premises during the term of this lease agreement shall be damaged by the act, default, or negligence of lessee, or of lessee’s agent, employees, patrons, guests, or any person admitted to the leased premises by lessee, lessee will pay to lessor upon demand such sum as shall be necessary to restore the leased premises or equipment contained in or on the leased premises to their present condition. Lessee assumes full responsibility for the character, acts, and conduct of all persons admitted to the leased premises by the consent of lessee or by or with consent of any person acting for or on behalf of lessee.
Section 5. Compliance with Law. Lessee shall comply with all laws of the United States and of the State of Texas, all ordinances of the City of El Paso, and all rules and requirements of the police and fire departments or other municipal authorities of the City of El Paso.

Section 6. Release of Lessor. Lessor shall not be responsible for any damage or injury that may happen to lessee or lessee’s agents, employees, or property from any cause prior, during, or subsequent to the period covered by this lease agreement. Lessee expressly releases lessor from and agrees to indemnify lessor against any and all claims for such loss, damage, or injury.
LEASE AGREEMENT BOUNDS/LIMITS
Section 7. Rent Refund. If lessee, being entitled to possession under this lease agreement, fails for any reason to take possession of or to use the leased premises, no rent refund shall be made and the full rent called for by this lease agreement, including any related disbursements or expenses incurred by lessor, shall be payable by lessee to lessor, as liquidated damages, and not by way of penalty.

Section 8. Binding Effect. This lease agreement shall bind and inure to the benefit of the respective heirs, personal representatives, successors, and assigns of the parties.
Section 9. Governing Law. It is agreed that this lease agreement shall be governed by, construed, and enforced in accordance with the laws of the State of Texas.

Section 10. Entire Agreement. This lease agreement shall constitute the entire agreement between the parties. Any prior understanding or representation of any kind preceding the date of this lease agreement shall not be binding upon either party except to the extent incorporated in this lease agreement.

Section 11. Modification of Agreement. Any modification of this lease agreement or additional obligation assumed by either party in connection with this agreement shall be binding only if evidenced in a writing signed by each party or an authorized representative of each party.


[bookmark: _Hlk201139789]                                                Initials:  _________ President    _________ Treasurer        _________ Renter

BEER AND WINE PAGE
The Lesssor allows BEER and/or WINE to be served to the Lessee’s guests under the following conditions:

A. A Licensed Bartender will be hired by the Lessee for any gathering that will provide beer or wine, or any drink containing alcohol. This is required even if said liquids are given freely or if the guests bring them for themselves.
B. The Licensed Bartender will provide proof of his license upon arriving at the Woman’s Club.

C. The Licensed Bartender will stop serving any alcohol at least an hour before the leased time ends.

D. A Security Guard will be hired by the Lessee. Part of the Guard’s job will be:

1. Make sure nobody is causing trouble due to intoxication.
2. Make sure nobody leaves the party such that they would be driving while intoxicated.
E. It should be part of the Licensed Bartender’s job to also watch for part D, #2, listed above.




I hereby release the Woman’s Club from any responsibility due to the actions of my guests due to the consumption of alcohol:

	 Date 	












                                                Initials:  _________ President    _________ Treasurer        _________ Renter

CATERING PAGE
1. The Lessee agrees to provide the number of plates that will be needed to be served.
This number needs to be provided at least 
                                   10 DAYS BEFORE EVENT DATE:________
2. The Lessee agrees to provide a minimum number of plates of food to be purchased:
MINUMUM NUMBER OF PLATES 		 COST OF EACH PLATE 	
The Lessee agrees to pay for this number of plates even if the attendance is less than this number. The Lessor agrees to have the ability to provide plates for this number but also 10% over this number for unexpected attendance.

The selected meal items are as follows:
A. Salad (1) (2) (3) 	
B. Entrée 	
C. Vegetables 	
D. Dessert 	
Exceptions agreed to by Lessor:






An invoice will be created and payment will be expected 10 days prior to the event.
















[bookmark: _Hlk201143886]                                                Initials:  _________ President    _________ Treasurer        _________ Renter

Please initial for the included pages:
Lease Agreement Page 1 _____________

Lease Agreement Page 2 	

[  ] Alcohol Page ([  ] Not Included) ____________
[  ] Catering Page ([  ] Not Included) ___________

The Woman’s Club of El Paso By: 
Renter or Organization Representative:_________________________________
WCOEP President:_________________________________________________
WCOEP Treasurer:_________________________________________________

Additional Hours Rented at $ 50	 per hour:

Date	Time	Description	Initials




























                                             Initials:  _________ President    _________ Treasurer        _________ Renter

