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          RESERVATION FORM   

     


     AND CONTRACT

                   THE GRAND ROOM

DATE OF EVENT:________________________________ 

 EXPECTED # OF ATTENDEES __________

CONTACT PERSON: ________________________________________ PHONE # : __________________________
ORGANIZATION NAME (IF APPLICABLE): _______________________________________________

ADDRESS: ____________________________________________________________________________

CITY/STATE/ZIP: ______________________________________________________________________

IS GROUP/ORGANIZATION:  Non-Profit / Educational _____________
Private ___________



      (During office hours: $75/hr, After hours: $100/hr)          (During office hours: $100/hr, After hours: $150/hr)
DATE of Event _____________________TIME of Event: From __________to ___________

(  ______ hours)

DATE of set up _____________________TIME of Set Up: From    ___________ to ___________   
 (  _______ hours)
Dismantling Time:From ____________ to _____________  





 (  ______ hours)

An over time deposit of $100 is required for ALL rentals


 (refundable if rental is completed in allotted time noted above)            DEPOSIT:      $   100.00____
TOTAL Hours to be rented: ______  x    hourly rate of $ _______ 
= 
ROOM RENTAL:      $___________
Total number of rented tables (see list below) @ $7 per table

 = 
TABLE RENTAL:     $ ___________









TOTAL RENTAL:     $ ___________
Deposit (1/2 of rental fee)  =   $______________   due at least one month prior to rental date, by __________________.
Balance of rental fee =  $________________ due one week prior to rental,  no later than ________________________.

Please make checks payable to The Courthouse Center for the Arts or CCA
AVAILABLE FOR USE AND/OR RENTAL:
# of Items Available


Check if Needed

# Needed                  COST 
200 cushioned chairs  (no charge)

      ________

 _______
NO CHARGE
3 Oblong Tables (30” x 5’) $7 each

      ________

 _______
__________
4 Oblong Tables (30” x 6’) $7 each

      ________

 _______
__________
2 Oblong Tables (30” x 8’) $7 each

      ________

 _______
__________
Staging* (3 feet x 6 feet)
$7 each
    
      ________

 _______
__________

*(Indicate 24” or 8” height)

12 Circular Tables (60” diameter)  $7 each
      ________

 _______
__________
Piano Use?*** (check one) 
YES _______
NO ______  *** There is NO CHARGE for use of the piano. If piano tuning is desired CCA can supply renter with the name of tuner (tuning costs are the responsibility of renter.)
RENTER MUST supply a Certificate of Insurance (available from your insurer) listing the Courthouse Center for the Arts as “additional insured” and noting date of event on document.

Renter’s signature _______________________________________ Date _____________

THE COURTHOUSE CENTER FOR THE ARTS


P.O. BOX 186, WEST KINGSTON, RI 02892


3481 Kingstown Rd (Route 138)   


Ph: 401-782-1018


www.courthousearts.org








