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   KAY LOVE
City Administrator

ROSWELL CULTURAL ARTS CENTER


RULES FOR USE


The following Rules apply to users of the Roswell Cultural Arts Center:

1.
Reservations for facility use, if made by telephone, must be followed by completion of a contract.  Reservations are tentative until a contract is signed and the required deposit paid.  Tentative reservations will be held for 30 days.  If signed contract documents and deposits are not received within 30 days following the reservation it will be forfeited. 
2.
The rental specified in the contract shall be paid by lessee to lessor as follows: (one half (1/2) of total rent is required to be paid upon the signing of the contract constituting confirmation of the booking and the balance within thirty (30) days following event. All late payments will be subject to a $25 late fee.  In addition, all returned checks will be subject to a $30 insufficient funds fee. 

3.
Roswell Cultural Arts Center utilizes a civic and a commercial rate structure.  An organization qualifies for the civic rate provided that:


a.
It is a tax-exempt organization within the meaning of the Internal Revenue Code or the Georgia Income Tax Law.


b.
If at least sixty (60) percent of the organization's profits are given to a legitimate charity.


c. 
Documentation of the above, (a.) or (b.), MUST be submitted with contract to 


receive Civic Rate.

4.
The Center utilizes three rental rates depending on type of use:


a.
Performance Rate begins 30 minutes prior to the scheduled program start time (this is generally the time doors to theatre are opened for seating).  

b.
Rehearsal Rate is charged during rehearsal times.  On days other than performance day, you will be charged for a minimum of 4 hours.

c.
Setup/Breakdown Rate is charged before and following event or during open blocks of time.




Setup times must be confirmed with facility staff four weeks prior to use. 


Lessees will be charged in accordance with  CONFIRMED dates and times. 
Any changes in setup times, rehearsal times, breakdown times must be submitted in 


writing or by phone, no less than 30 days prior to event.
COPYRIGHTED WORKS

Lessee shall obtain all necessary permissions and authorizations to perform or use any copyrighted works. Lessee shall defend and hold harmless the City of Roswell from all actions for copyright infringement and shall pay all costs incurred for such violations, including attorney’s fees.



PRIVATE 
INSURANCEtc  \l 1 "INSURANCE"
Liability insurance is required for events using the theatre stage.  If you or your company has liability insurance, you need to add the Roswell Cultural Arts Center as an additional insured during the term of occupancy and forward a copy of the certificate to the Cultural Arts Center Coordinator
30 days prior to event. Minimum coverage limits will be determined by attendance and level of risk.

PRIVATE 
CONTRACT CANCELLATION FEEStc  \l 1 "CONTRACT CANCELLATION FEES"
A contract may be canceled at any time.  Cancellation of a contract that occurs less than twelve (12) months prior to an event will incur cancellation fees.  The following refund policy applies.
If cancellation is submitted to Cultural Arts Center Coordinator before the first reservation date:

1.
Twelve months prior, Lessee will receive a full fee refund less a $100 cancellation fee.




2.
Between twelve months and six months, Lessee will have full amount



of deposit charged as cancellation fee.

3.
Between six months and one month, Lessee will have deposit and half the minimum rental fees charged as cancellation fee; 

4.
Between one months and the date of the event, Lessee will have full deposit and the full minimum rental fees charged as cancellation fee.






















DRESSING ROOMS

Center rental includes the use of both dressing rooms.  Dressing Rooms include makeup station, restroom, and shower.  The larger room that is adjacent to each dressing room may also be used as additional dressing room space when required.  The use of this additional space must be approved by theCultural Arts Center Coordinator.    


CONCESSION/KITCHEN 

All producing organizations providing concessions must pay a $50 fee. A Concession Stand is located in Lobby and may be used to serve food and beverages. Wine or beer may be sold or served, however, a temporary permit must be completed and signed by Lessee and approved and signed by the City Clerk prior to event Rental of the Center includes use of the Kitchen that is equipped with full-size refrigerator and microwave oven. 
Kitchen is located backstage (stage right).













TICKET SALES & BOX OFFICE
A.
The Lessee may elect to sell their event tickets themselves or may use the Cultural Arts Center’s ticketing system for the sale of their event tickets. If the Lessee utilizes the Cultural Arts Center’s ticketing system, service charges and staff fees may apply.

B.
Lessee shall have the right to determine ticket prices to each event produced by its organization.  Prices may be scaled depending on day, time, seat location, group or other discount and other conditions provided such pricing is compatible with Ticket Office technology and ability to provide clear, quality service to the customer.

C.
Lessee may designate any number of “house” seats for its own purpose including complimentary tickets, staff use or for promotional purposes.  

D.
The Center reserves the right to hold for its own use, at no charge, two (2) house seats for every event at the facility. Said house seats shall primarily be for the purpose of monitoring operations at the Center. In the event house seats are not utilized for any performance, they will be returned to sale inventory not later than one hour prior to a performance.

E.
All Lessees must provide a full report of all ticket sales for each performance including number of all complimentary tickets distributed no later than 30 days following the performance.
LOST OR STOLEN ARTICLES

Facility management cannot be responsible for any items lost or stolen in the building.  Please 
advise all of your participants to check their belongings before they leave the building. We cannot be responsible for lost equipment, clothing, etc. 


PIANO RENTAL

A baby grand "Boston" piano is available for event rental at a fee of $150.00 (daily).  The piano may be used on stage only and can only be moved by City personnel/technician. Piano is tuned quarterly by a City approved technician.  Additional tuning must be approved by the Cultural Arts Center Coordinator. 

FIRE REGULATIONS

Prior to any theatrical production a fire retardant inspection of all scenery, props, vegetation, etc. may be conducted by a representative of the City of Roswell Fire Marshal’s office.  A meeting with the Fire Marshal or his authorized representative may also be required either in person or by phone to discuss these standards and requirements.



No open flame devices or pyrotechnic devices shall be used unless otherwise approved by the Roswell Fire Marshal’s Office.

Fire regulations require that a short, pre-recorded tape be broadcast prior to each event after the audience is seated.  This tape will be provided by City personnel.  

THIS BUILDING IS A SMOKE-FREE FACILITY.





FURNITURE

One City employee will be available to supervise and assist in moving any rental furniture.  Please allow sufficient time prior to the event to accomplish this task.  
Furniture must not be moved by lessee without city staff supervision. 

STAGE EQUIPMENT AND USE
A city designated technician is required to assist and/or supervise setting up all stage equipment.  Please allow sufficient time prior to the event to accomplish this task.  Equipment must not be moved by lessee without a designated technician supervising and the lessee will be charged for the time required to restore all equipment. 
 
For the protection of the equipment and the safety of persons occupying the stage areas, the Center, through its technical crew, reserves the right to request the removal of any member of the Lessee’s crew whose conduct or procedures may be considered damaging to the equipment or hazardous to the safety of any person occupying the space. In the case of a dispute, appeal may be made to the Cultural Arts Center Coordinator. 
LIVE ANIMALS
No animals shall be 
brought into building without the express consent of the lessor, and then under such regulations made by lessor.





CONTROL ROOM

Only City approved technicians are allowed to operate sound and light equipment.  In the case where an event only requires standard house lights (not stage lighting) to be turned on and off at beginning and ending of meeting/performance, a City employee may fulfill this function.  Please determine your needs in advance with the Cultural Arts Center Coordinator.   

ONLY persons authorized by Facility Management are permitted in the Control Room.



CHAPERONES

Chaperones must be provided for every 10 persons under 18 years of age.  Chaperones must be familiar with house rules.

FOOD AND FOOD ZONES

Food and drinks are allowed in the kitchen and lobby area (not to include hallways) of the building only per normal rental fees. If a lessee wishes to allow patrons to take food and drink into the theatre, an additional custodial fee of $75 must be paid.  .  All caterers and food service must be approved by the Cultural Arts Center Coordinator  in advance of the event. 



HOUSEKEEPING

The Roswell Cultural Arts Center House Manager and Building Operations Staff will ensure that all stage areas, dressing rooms, and audience seating areas are clean and in good condition for each performance day.  



WALLS

No thumb tacks, pins or tape are allowed on painted walls or doors.  "Safe-release" tape only (approved by Management) may be used elsewhere.  

PRIVATE 
ADVERTISINGtc  \l 1 "ADVERTISING"
Posters, flyers and other promotional or informational materials may be placed in designated 
locations in the Cultural Arts Center with approval from the Cultural Arts Center Coordinator.  All material advertising a performance or production must include “The City of Roswell Cultural Arts Center, 950 Forrest Street, Roswell, Georgia”.  The Cultural Arts Center Coordinator may require appropriate notice in advertising or publicity if it is determined that program contains material considered objectionable to some patrons.

PROPERTY REMOVAL


Lessee agrees that all materials pertinent to the event which are not the possession of the facility will be removed from the premises by the expiration date of the contract.  Any set pieces being disposed of that are not made from cardboard or paper products can NOT be placed in dumpster or left outside dumpster. Any disposable set pieces made from wood must be removed from City property by Lessee on the expiration date of contract and cannot be placed in dumpster.
The Roswell Cultural Arts Center shall be authorized to remove, at the expense of Lessee, all materials remaining in the rented space or on City property at the termination date of the Rental Contract for a minimum fee of $500.  The Lessee agrees that the Roswell 
Cultural Arts Center shall in no way be responsible for loss, damage or claims against   material removed from facility under this provision.




LIBRARY PARKING LOT


No parking for Cultural Arts Center events is allowed in the adjacent library parking lot. If any event cars are parked in the library lot, they will be towed at the owner’s expense. Please inform all of your event participants and guests of this policy in all written materials circulated. 

NOTE TO LESSEE

After thoroughly reviewing this document please sign below and return with Contract.  Please make a copy for your files.  


             _______________________________________

                         


    Signature

IN THE EVENT OF AN EMERGENCY PLEASE CONTACT:

Jess Wells, Cultural Arts Center Coordinator:  770-594-6411(w) , 404-597-1354(c) 
Anthony Osmer, Building Technician: 404-597-1700 (c) 
John  Williams, Technical Director: 404-861-3586 (c).



JERE WOOD         Mayor











