Special Event Facility Agreement
St. Peter the Apostle Roman Catholic Church Congregation. Inc. (the "Lessor") P.O. Box 278. Libertytown, MD

21762. (301) 898‑5111. agrees to reserve use of the specified Facility for the undersigned Lessee. as follows:

NAME:    _______________________________________________________________________________
ADDRESS: ______________________________________________________________________________

PHONE: ________________________________________________________________________________ 
OCCASION: ____________________________________________________________________________

FACILITY: ______Sullivan Room_____________________________________________________
DATE: ________________________________________________________________________________

HOURS(of Event): _____________to  ____________

NUMBER OF GUESTS: __________________________________________________________________

RENTAL FEE: __________________(Kitchen Rental Included in Cost)
CLEAN UP FEE: (Set Up and Take Down Included in Cost of Rental)

ALCOHOL SERVED: 


____YES
____NO

/
____Full Bar
____Beer & Wine Only

DEPOSIT: _____________
BALANCE: _____________
DUE BY : 2 Weeks Prior to Event

1.
The deposit is non‑refundable if Lessee cancels fewer than 90 days before the event. Furthermore one half

(50%)of
the balance shall be paid to the Lessor as liquidated damages. THE DEPOSIT IS A SECURITY DEPOSIT AND IS 

NOT CONSIDERED PART OF THE RENT. 

2.
The premises may not be used for any purpose which. in the judgment of the Lessor. is contrary to law or

decency or good morals or the moral teachings and beliefs of the Catholic Church or is otherwise improper or

detrimental to the reputation of the Lessor. The Lessee agrees to abide by the conditions for use of the Facility and

equipment as established by the Lessor from time to time, including rules pertaining to building access, security,

parking,
signage, rest room use, food, room changes, weather‑related items, etc.

3.
Lessee shall be responsible to pay the Lessor for any damages to or breakage of the Lessor’s property arising from Lessee's use of the premises, negligent or otherwise.

4.
Lessee will not permit anything to be done in the premises. or bring or keep anything therein, which will violate the insurance policies on the premises, or any governmental laws, regulations or ordinances, and Lessee shall indemnify Lessor, St. Peter the Apostle Roman Catholic Church and Archbishop Edwin O’Brien , Roman Catholic Archdiocese of Baltimore, a corporation sole, for any loss or expenses incurred by the violation of this covenant, It is specifically agreed that Lessee is solely responsible for obtaining any necessary licenses and/or permits and for compliance with all applicable laws and regulations, including those regarding service of alcoholic beverages if applicable.

5.
Lessee agrees to pay  $150 for an on site manager, provided by the lessor,  to be available for the entire event, and to assist in any needed capacity as determined by the Lessor.
6.
All caterers must submit a Certificate of Insurance showing required coverages. Furthermore, if alcoholic

beverages are to be served, the Lessee shall require that the catering bartender is covered under the caterers Host Liquor

Liability
insurance. Evidence of Liquor Liability is to be submitted to the Lessor two weeks prior to the event. All

alcoholic
beverages will be dispensed by the catering bartender and limited to a (3) hour period. Additional bar

hour(s) will be at the discretion of the Lessor's manager .
7.
The Lessor makes no guarantees as to the availability, adequacy, or performance of kitchen equipment if

applicable. Kitchen Fees are included in the cost of the rental.
8.
Lessee shall leave the Facility, including the kitchen if applicable, in good condition as the Lessee found

it. The Lessee shall be responsible for the expense of cleaning the premises if left in an untidy condition.

9.
The Lessor is not responsible for articles of clothing or other personal property or equipment lost, stolen.

forgotten or damaged during or as a result of the Lessee's use of the premises.

10.
The Lessor is responsible for the furniture set up of the facility as best capable, as requested by the Lessee.

The Lessor will NOT supply paper goods, tablecloths, or any other items. Linens and other equipment, if

available, can be rented from the Lessor with advance notice. Any use or rearrangements of Lessor's furniture shall

be approved in advance by Lessor.

11.
The Lessor is not responsible for the security, adequacy or condition (in case of inclement weather) of the

parking lot.

12.
Lessee will indemnify and hold harmless the Lessor and Archbishop Edwin O’Brien,  Roman Catholic Archdiocese

of Baltimore, a corporation sole, from any and all liabilitv, claims and suits, by reason of personal injuries

occurring' to any person or.persons on or about the premises, and agrees to assume all risks of loss, injury or

damages of anv kind or nature from any cause to any goods, merchandise, chattel or other property now or that

mav hereafter be on the premises, whether belonging to Lessee or others, arising out of Lessee's use of the

property.

13.  
The Lessee is required to obtain a one million dollar liability insurance coverage for the

event through their homeowner's insurance policy or by obtaining an individual special events policy through Porter and Curtis, in the amount of one million dollars. The Archdiocesan insurance policy does not provide coverage for claims against Lessee. 


                Lessee is required to provide evidence of general liability insurance in the above stated amount which names as additional insured the Lessor, St Peter the Apostle Roman Catholic Church and Archbishop Edwin O’Brien,  Roman Catholic Archdiocese of Baltimore, a corporation sole. The insurance certificate should be forwarded to the Lessor and the Insurance Division of the Archdiocese for review and filing.

14. 
An approved representative of the Lessor will be present during the affair and will supervise the general cleaning of the area(s) used. The Lessor, its employees or agents shall have the right to enter the premises for the purpose of making repairs.

15.
Upon receipt of a deposit in the specified amount and the signing of this document, the date will become

firm. If deposit and/or signature is not received, the Lessor may lease the premises to other parties.

LESSOR:

St‑ Peter The Apostle Roman Catholic Church Congregation‑ Inc

DATE: ________________________________      BY: __________________________________________________

LESSEE:

DATE: ________________________________              __________________________________________________







(NAME OF LESSEE)

DEPOSIT RECEIVED : $________________________         Check # __________________

PREFERRED CATERERS‑ The following are local caterers who most often work in our facilities. The caterers listed have always complied thoroughly with St. Peter's Church facilities guidelines and are known to give each event necessary detailed attention.

Renaissance Chef Catering- (301) 228-2433

A Cut Above Catering (301) 663-1516

Liberatores (410) 781-4114

Falcon Catering- (410)-688-4654
Leiters’ 1-800-895-2785

Cinful Cuisine- (410) 808-6100
A Gourmet Affair- (410) 871-0900

Beefalo Bob’s Catering- (410) 360-3500

FEE SCHEDULE

FACILITY 


RENT 


EVENT 
HOURS 



DEPOSIT

Sullivan Room


Parishioner


$ 900.00 

(4 hour event)



$200..00





$ 225.00


(per additional hour)

Parish Center Kitchen
 INCLUDED IN COST OF RENTAL
Parish Center Classroom:


Single
 $50.00
        (4 hour event)



$25.00


Double
 $100.00
        (4 hour event)



$25.00

Linen Rentals:

White Table Cloths – (guest tables)
  $7.00
         (each) 

White Rectangular  Cloths
  $7.00
         (each) 
White Napkins
    $.75
         (each)

White Table Skirts
$12.00
         (each)

Round Cloths (Cake)
$12.00

Hurricane Centerpiece
$ 2.00
         (each – 30 available)

China Rental: Includes salad plate, dinner plate, 5 pieces of stemware, 4 pieces stainless. Also included is guest table linen, bridal table linen and linen napkins per person / table, excluding skirts. 



$8.00 
         (per person – caterer responsible for washing dishes)

Bartender
$35.00/hour                         (5 Hour Minimum to Include Set Up and Take Down of Bar)
No rice‑ confetti ‑glitter or other substitute is to be used or thrown inside or outside. No bubbles of any kind is to be used inside the building.

No glue. nails. screws. Tape, wire or other devices are to be used to secure decorations. Only free standing decorations are permitted.

Tall candles must be in a protective chimney ‑ Wax runoff must he contained. Management reserves the right to extinguish any candle that appears to be a fire hazard. Only battery operated candies are allowed on window sills.

Deposit(s) are returned within 14 working days after the event.  Any unpaid balance or damage charges will be deducted.

Handicap accessibility: The building is handicap accessible via the south entrance with parking and ramp in front of the Parish Office Building. The building is equipped with handicap lavatories.

Telephone: A telephone is available to guests for local calls. For long distance calls, please use a calling card or reverse charges. The phone is located in the kitchen (301) 898‑0411.

Emergencies: In the event of power failure or fire, vacate the building promptly. Fire pull stations and extinguishers are located throughout the building. If fire alarms are falsely pulled the lessee is expected to make a donation to the responding fire departments.

Fire Exits: Visible at main exits. No furniture or equipment is to block emergency exits.

First Aid: A basic first aid kit is located in the kitchen.

HVAC/Lights: The Lessee's manager is solely responsible for changing thermostats throughout the building. Problems should be brought to the attention of the management promptly. Special lighting needs should be arranged in advance. 

