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La Grua Center – Application for Use

CONTACT INFORMATION

Contact Person: 










Address:











Phone Number:




Cell Phone: 




Email: 












If applicable

Organization Name: 










Address: 











Office phone: 




Fax:






Is this a 501(c)(3) organization?  Yes ____
No ____


If yes, please include the organization's Tax ID and a copy of the 501(c)(3) 
determination letter.                     Tax ID: 



EVENT INFORMATION

Date: 






Event starts: 

 Event ends: 

 Set up begins: 
 
 Clean up ends: 

Total time used: 

hours
Type of Event:  Meeting __ Class __ Recurring Class ___Event __ Other 


Title of Event as it should appear in the LGC newsletter: 

















Brief description of Event: 


































Is event open to the public? Yes __ No __
   Free of charge? Yes __ No __
If not free of charge, what is the ticket price/entrance fee? $


How will this event be advertised?




















( Yes, send an email announcement of this event to La Grua Center email list for $25.

(pdf of flyer can be emailed or LGC can send standard event reminder)
Expected Attendance: 
        Number of table and chairs needed: Tables 
Chairs 


Will you require the A/V System (Screen/Projector, wireless microphones, PC)? Yes__No__
Will food or drink be served? Yes __ No __

If event is catered, please list contact info for caterer: 





Will alcohol be served? (Please review the Alcohol Policy on Page 5) Yes __    No __
Will there be any items for sale (books, art, CDs/DVDs, etc)?           Yes __    No __
*20% of any and all sales that take place during event shall go to La Grua Center. 
Staff management fee of $25 per hour may apply (see page 2).  
Would you like La Grua Center to set up, manage, run A/V, and/or clean up for the above fee?    Yes __ No __
Please email completed form to director@lagruacenter.org, or mail to: 

La Grua Center- Office, 121 Water Street, Stonington, CT 06378.  
La Grua Center: Rental Rates

Updated March, 2011
Rental Rates:

Weekday rate: $50 an hour 

Weekend rate: $100 an hour
On-going Classes: 25% of class fees

Non-Profit Organizations:
1. Open to the public and free of charge events:
No Charge (staff management fee may apply)
2. Meetings by Non-profits, clubs or associations:
 $25 a meeting (for up to 2 hours, additional hours at above rate)

3. Ticketed or Fundraiser public events: 
Standard rental rate or 25% of gross income, whichever is less

Other:

1. Private rentals: $300 an hour

2. Wedding Ceremony and Memorial Service:  $300 (up to 2 hours, each additional hour follows rental rate)
Staff Management Fee
25$ an hour

User may request that La Grua Center set up, manage and clean up for the above fee.

Some events will require staff members from La Grua Center to be present.  This is decided on a case-by-case basis, events with at least one the following criteria will require staff members to be present for a portion of the event:

Alcohol is being served; User is a first-time user of La Grua Center; Tickets being sold; Decorations/artwork being hung; Use of the A/V System

If there is no staff management present, the User is responsible for all setup and cleanup.
La Grua Center: Event/Activity Policies
March 2011
Parking

La Grua Center has partial use of the north end visitor parking lot at Stonington Commons Community. There is NO parking available to La Grua Center visitors along the driveway around the green or in front of La Grua Center in the circle. 
Music

There is not to be any music, activity and/or noise that might disturb the other residents of the Stonington Commons Community. Any music, musicians, or band must be approved by the La Grua Center prior to event.

Stonington Commons Community

Events and activities in the La Grua Center are generally limited to the Center. Use of the common areas outside the Center is not permitted unless approved. For use of the green, please contact Executive Director. 
Hours

No event shall go past 10:00 p.m.

Occupancy

La Grua Center has space for 175 persons seated theater style (with the use of the mezzanine) and 225 standing. 

Set up and clean up (Please see “User Agreement”)

Event/activity sponsor will be responsible for set up and clean up of their event unless User Staff Management fee is required. Time needed for set up and clean up shall be included in total hourly rental. La Grua Center must be returned to same condition as found. Sponsors are solely responsible for any damage and misuse and may be charged for any cleaning or repairs deemed necessary by La Grua Center manager.

Booking an Event/Activity

All bookings are made on a first come, first serve basis. 

Bookings are not reviewed or confirmed until Application, User Agreement, and Hold Harmless Agreement are signed and received. 

Payments will be accepted in the form of cash or check.

In case of cancellation within 48 hours of event, the 50% deposit is non-refundable. 

La Grua Center reserves the right to cancel any event in cases of extraordinary circumstances with a full refund.

La Grua Center reserves the right to refuse use of its building for events/functions that conflict with its mission.

In the event of a scheduling conflict, priority shall be given to non-profit community organizations and those events which increase the diversity of programming.

Alcohol Policy
If you wish to serve alcohol, you must use a licensed server with liquor liability coverage, evidenced by certificates of insurance naming three separate entities as additional insured’s.  Unfortunately host liquor insurance will not be sufficient. 
For ANY event/activity with alcohol, the following applies:

Liquor at the La Grua Center must be served by:

1.)    A licensed, professional server, approved by La Grua Center and having liquor liability coverage naming La Grua Foundation, Inc. and Stonington Commons Community, Inc. as additional insureds. (Please contact Executive Director for “Service & Liability” options for bartending).

OR
 2.)    La Grua Center personnel if the event is free and the liquor is limited to wine.  A free event is defined as a gathering for which there is no admission charge, no suggested donation amount and no direct charge for liquor.  For seated events, the period of service will be limited to 30 minutes during intermission and 30 minutes after the event. Other time restrictions may apply to the period of service for non-seated events.  The Center has limited resources and may not be able to accommodate all server requests for free events.  When it cannot, the conditions established in #1 above will apply.
Setting up and Decorating

Any and all setting up and decorating must be approved by La Grua Center. 

Taping, pasting, tacking, pinning, nailing or otherwise attaching items to walls, windows, doors, ceilings, floors, furniture, or furniture is not allowed. 

Candles are allowed only if they are enclosed in a hurricane or glass holder that completely encompasses the flame.

Catering

La Grua Center does not offer any catering services. La Grua Center does have a small kitchen available to caterers for preparation and storage, but no cooking/heating appliances. La Grua Center does have a list of preferred providers and a partnership with Stonington Harbor Yacht Club. (Please contact Executive Director for “Catering Options” available). 
Any and all catering must be approved by the La Grua Center prior to confirming the event. La Grua Center may request copies all licenses.

All providers of food and/or alcohol must have a business and/or liquor license, health inspection certificate and liability insurance certificate. 

Caterers must adhere to the “User Agreement” rules and User is responsible for making a copy available to contracted caterer.

Each Sponsor MUST sign the La Grua Center “User Agreement,” “Hold Harmless Agreement” and “Parking Agreement” prior to event/activity. See below.

La Grua Center: User Agreement
March 2011
THIS AGREEMENT IS NOT NECESSARY IF RENTER IS PAYING THE STAFF MANAGEMENT FEE

· User is responsible for retrieving key from lock box, unlocking side door (east entrance), and locking door upon exit. Please remove key and make sure the door is locked before leaving. Current code will be emailed prior to event. 

· User shall be responsible for all set and clean up. All tables, chairs, and community shelf items in the kitchen may be used. 

· All tables and chairs shall be returned to their storage place. 

· Rectangular tables shall be stacked to the right of the AV box in the storage room. 

· Round tables shall be stacked under the AV box in the storage room.

· Chairs shall be stacked no higher or less than 8 to 10 chairs and returned to storage room, as far back as possible so that access to the tables is possible.

· All black tables and any other items such as podium or kitchen items shall be returned to their original location.

· There are 49 chairs upstairs that are for use on the mezzanine only.

· All tables shall be wiped down to remove any crumbs or spills prior to returning to storage area.

· Floors should be spot swept to pick up any crumbs and spills should be cleaned up as well. Cleaning supplies are in kitchen.

· No items are to be placed on the windowsills at any time.

· Shades may be raised and lowered as necessary, please return to “up” position.

· If you discover that any of the above was not taken care of by the previous user, please make a note of the items on the “Maintenance Log” located in the kitchen “mailbox.” You should note time and problem. 

· All on-going class leaders and participants may use the upstairs storage area for equipment following permission from Executive Director. 

· For any event/activity with food or heavy trash use, all trash should be bound and taken to the trash bins located in the garage entrance to SCC behind the white fence (look left when you exit the east/side door).

· All recyclables should be emptied and put into recyclables bin in trash area. 

· Glasses and tablecloths may be used for your event/activity. Please empty and put dirty glasses in the “dirty” bin and put soiled “linens” in the “dirty” linen bin.

· For use of A/V equipment (when it is agreed that LGC staff will not be present), turn off all microphones, projector, power strip inside A/V box and return remote control to A/V box.  

· Lock up procedure (for on-going class leaders and events in which it is agreed that LGC staff will not be present):

· Wipe down and put away all tables and chairs

· Spot clean floor if necessary

· Return any items used to their original place

· Turn off all lights (Great room, bathrooms, kitchen, hallway, stairway, mezzanine)

· Lock side door and remove key, double check that it is locked

· Return key to lockbox

DATE           EVENT/ACTIVITY                                                                  SIGNATURE

________________________________________________________________________

La Grua Center: Hold Harmless Agreement
March 2011
The sponsor agrees to hold harmless La Grua Center and La Grua Foundation and all those affiliated agencies in the event of any personal injuries, loss of life, theft or damages resulting from the use of La Grua Center and/or Stonington Commons Community property.

It is recommended the sponsor obtain reasonable liability insurance prior to the use of the La Grua Center and/or property.

I have read and agree to all rental guidelines.

Please Print Name                                                            Signature                          Date
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