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RULES FOR USE OF THE PITTENGER CENTER
1. POLICY: When the Pittenger Center is not scheduled for a St. Mary's activity, in consideration of a fee noted below, individuals, service organizations and commercial organizations may use all or a portion of the facility in accordance with these rules.

2. APPLICATION FOR USE:
Use of the Pittenger Center should be requested by the sponsoring individual or organization (the Client) and must be approved by St. Mary’s at its sole discretion. By signing this application, the Client agrees to be bound to the terms and conditions set forth below.
a. Client’s signature indicates they have read, understood and agree to abide by St. Mary’s Rules for use of the Pittenger Center.
b. A  REFUNDABLE security deposit of five hundred dollars $500.00 is due with the application.  St. Mary’s will not refund the $500.00 fee if:

1) the Client cancels a reservation within sixty (60) days of the specified date of use; 
2) the Client caused damage to the hall; 
3) the Client has not complied with the rules and regulations in the sole judgement of St. Mary’s. 
The security deposit shall be applied against any damages caused by the use.  If damages exceed the security deposit, the client shall be required to pay St. Mary’s such additional sums necessary to settle all damage claims, including all costs of collection including, attorney’s fees, if required.  Venue for any dispute shall be Martin County, Florida.  In cases where a refund is due, the security deposit will be refunded within 14 days after the event date after the Client and Facility Director have done an inspection and the Facility Director has determined that there are no security deposit claims.  
c. All fees must be paid in full two weeks prior to event. 
d. St. Mary's has the unilateral right to revoke Pittenger Center reservations.
e. In case of an emergency (i.e. hurricane, tropical storms, fires), St. Mary’s agrees to either reschedule the event or refund client’s deposit in full in the exercise of reasonable discretion.
3. CLIENT RESPONSIBILITIES: 

a. Client shall indemnify and hold St. Mary’s harmless from any use by client and client’s guests, invitees or vendors at the Pittenger Center.
b. Rental of hall is from 8am to 11:00pm with the actual event not lasting longer than 7 hours.  Guests and vendors must be out of building by 11:30pm.  Additional charges will be assessed thereafter.
c. Maximum capacity of hall is 300 which includes men, women and children as well as catering staff and other vendors working the event.

d. Children must remain indoors with parents and are not allowed to be left unsupervised.
e. No loitering allowed anywhere on St. Mary’s property.
f. Security guards are required for all events.  Please ask Facility Director for their information.   Ratio of guest to security person is 150 - 1 guard, 200 – 2 guards and 250-300 – 3 guards 
(Additional fees will apply)

g. Client is responsible for removal of their own decorations and linens or prior arrangements may be made with the Facility Director.  (Additional fees will apply.)
h. If alcoholic beverages are being served, the Client must contract with St. Mary’s pre-approved vendors that are fully insured and licensed. (Additional fees will apply)
i. Use of audio/visual equipment is possible with prior arrangements. Facility Director must have DVD two days prior to event.  (Additional fees may apply)
j. Caterers and other service providers must be licensed and have a certificate of insurance and be responsible for the cleanup of St. Mary’s kitchen equipment.
k. The Pittenger Center is a drug-free and smoke-free facility.

l. Rental of The Pittenger Center includes tables, chairs, facility manager on campus during the event, housekeeping and use of the kitchen with ice machine. 
m. Linens, dishes and decorations are available at an additional cost.
n. The Client is responsible for making all arrangements for food preparation and service. 

o. If the kitchen is approved for use, the Facility Director must approve the caterer.

p. The Client is liable for the costs for replacement or repair of any damage to facilities or equipment occurring during the period of responsibility.

q. The use of tape, tacks and pushpins on the walls is not permitted.
r. Client and client’s guests, invitees and vendors, shall at all times maintain appropriate decorum, abide by laws, rule or regulation and not create any nuisance or disturbances while using the premises.  Failure to do so shall be grounds for immediate ejectment at the sole discretion of the Facility Director.
s. Advertising:  If Client intends to publish, post or otherwise disseminate any advertisement or notice of the use of the Pittenger Center, or other St. Mary’s facility, for Client’s event, all advertisements or notices must be approved in writing, in advance, by St. Mary’s, at its sole discretion. Advertisements or notices which are not approved by St. Mary’s cannot be disseminated. In the event these terms are violated by the Client, St. Mary’s reserves, at its sole discretion, the right to cancel Client’s event. The purpose of this advertisement and notice rule is to control the use of St. Mary’s name and the name of the Pittenger Center in advertisements or notices made to the public for any purpose.

t. Auctions (silent or otherwise), Raffles, Gifts or Sales:  If Client intends to sell items, hold an Auction (silent or otherwise), conduct a Raffle, or give away items at Client’s event, advance permission must be received from St. Mary’s. All items to be sold, auctioned, raffled or given away must be specifically disclosed by item to St. Mary’s, and approved in writing at St. Mary’s sole discretion. Items not approved may not be sold, auctioned, raffled or given away on St. Mary’s premises.

4. THE FACILITY DIRECTOR: 

a. Prior to the event, the Facility Director will arrange the tables and chairs, etc. as requested by the Client.

b. After the event, Facility Director will provide for janitorial cleaning to include: cleaning the carpets and tile floors etc., disposing of trash, & the break down of tables & chairs.
c. Client is responsible for the removal of all rentals and decorations from the hall after the event has ended.

5. St. Mary's is not responsible for non-St. Mary's owned materials, equipment, or personal belongings left in the building.

I have read, understand and agree to the Rules for Pittenger Center Use and my signature shows acceptance of full responsibility for compliance.
Signature_________________________________________

       Date_________________











Revised 9/19/16

Please complete and return to St. Mary’s Episcopal Church, 623 E. Ocean Blvd, Stuart, FL 34994

Organization/individual requesting use of Facility: ____________________________________
Address: ____________________________________________________________________

Name of responsible person: ____________________________________________________
Phone Numbers Office: ____________Cell: _______________Home: ____________________

FAX: _________________________ Email address: __________________________________

How did you hear about St. Mary’s ________________________________________________

Date requested for the event______________________________________________________
Time of event (from) :___________________________ (to)  ____________________________

Time to begin your preparations: __________Time your cleanup will be completed: __________
Describe the activity to be held: __________________________________________________
Expected number of attendees: ______ 
Caterer to be used: _____________________________________________________________
Kind of beverages to be served: ___________________________________________________
Bartender service to be used: _____________________________________________________
Requirement to use kitchen: (stove, warming oven, dishwasher, freezer-refrigerator, etc.):

Dishes, silverware needed etc: ___________________________________________________

Need for audio/visual system (microphones, projection screens). ______________________ 

Signature: ________________________________________ Date: _____________
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