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Rental Agreement

 Policies and Guidelines

This agreement is entered into between the Jepson Alumni Executive Center at the University of Mary Washington (hereinafter: “the University”) and hereinafter: “the Renter”, (name and address to be affixed below):

Section 1.  Facility Information

        A.  This Agreement is for the use of the locations and dates as specified on the Renter’s invoice. The policies and guidelines outlined herein shall apply to this and all subsequent uses of the Jepson Alumni Executive Center by the Renter.

B.   The Renter will notify the Director of Operations of the Jepson Alumni Executive Center at the University of Mary Washington, hereafter the AEC Director, upon the completion of use each date and ask that the room be secured. Renter may leave equipment/study materials in the room(s) at the Renter’s discretion.  The University does not ensure safekeeping.

C. Should the University be closed for any reason, NO uses will be permitted. This includes regular scheduled closings for holidays/breaks as well as inclement/unsafe conditions closings. The University will attempt to contact the Renter in the case of unscheduled closings. It is recommended that the Renter set up a notification procedure (contact name; alternate contact, landline/cell phone number(s), and e-mail address(es), or, in the case of inclement weather, advise all invitees to listen to local news media reports for closings. When the University closes unexpectedly, it is due to adverse conditions, which means that all uses are cancelled.

D.   No changes to the agreed-upon schedule may be made, other than those due to possible closings as outlined above, without written prior approval from the AEC Director.
E.  Due to the possibility of unforeseen circumstances, the actual facilities the University has available at the time of the Renter’s use may differ from those identified in Section 1.

   Section 2.  Deposit and Confirmation of Rental Agreement 

A.   The policies and guidelines outlined in this Rental Agreement shall apply to the first rental and all subsequent rentals of the Facility by this Renter.

 B.  Conference, Meeting and Event Rooms: Reservations require a non-refundable deposit of 50% of the total rental fee, due within 14 days of the invoice date. Reservations are not considered confirmed until the deposit is received. Final payment is due 45 days prior to the date of the event. If booking occurs less than 45 days prior to the event, then full payment of the total rental fee is due upon receipt of the invoice.  All payments must be made by personal or business check, money order , or cashier’s check. (Renters are asked to include a Social Security number or Tax Identification number on all checks.) Cancellation of conference facilities refund schedule is as follows:

44 to 39 days prior to event = 50% refund of final payment

38 to 14 days prior = 25% refund of final payment

13 days up to date of event – No refund of final payment available.

C. Kalnen Inn Guest Suites:  Reservations of guest suites requires a non-refundable deposit of $50 per room, due within 14 days of the invoice date.  Reservations are not considered confirmed until the deposit is received.

Final payment is due upon check-out. All payments must be made by personal or business check, money order , or cashier’s check. (Renters are asked to include a Social Security or Tax Identification (TIN) number on all checks. Cancellation of guest suites will result in the forfeiture of the deposit.
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D.  Additional costs to the Renter may include Dining/Food Services. The University requires that all food/beverage service on campus be provided by our contracted Dining Services Vendor, Sodexho (540-654-1930). The Renter’s contract with Sodexho is considered separate and apart from the Agreement with the University and, as such is the case, the Renter should read carefully the food vendor’s contract provisions. Should Sodexho refuse service in writing for any reason, the 

Renter may obtain the services of another Virginia licensed/bonded catering vendor and submit that vendor’s name, address and contact number, along with a copy of Sodexho’s denial of service, to the AEC Director.

Section 3.   Guidelines for Usage of Facility

A.   The Renter agrees to be responsible for maintaining the Facility in as good condition as that in which it was immediately found prior to the Renter’s use. The Renter further agrees that it will pay any and all reasonable costs of repair of damage to the Facility caused by, or occurring during, its use of the Facility pursuant to this Agreement.

B. The Renter hereby indemnifies and holds harmless the Commonwealth of Virginia, the University, as well as employees, agents, successors or assign of either, from any and all damages, liabilities, costs, or claims, whether in contract or tort, including court costs and attorney’s fees, arising from, or in any way connected with, its use of the Facility pursuant to this agreement.  

C.   The University makes no representation as to the suitability of the Facility for any particular purpose, and the Renter agrees that agreement to the terms set forth herein is not contingent upon such suitability.

D.   The Renter agrees that it shall, in its use of the Facility:

1.  Permit no activities in violation of law, and shall take all appropriate action to enforce this provision;

2.  Comply with all applicable laws regarding public assemblies, public events, and performances, including without limitation those imposing taxes and license fees;

3.  Conduct no collections or solicitations for funds, whether for charity or without obtaining prior written consent of the University;

4.  Maintain the highest level of security possible while using the University’s facilities. Propping open of exterior doors and/or manipulating door access devices in an effort to bypass alarms is not permitted. There will be NO EXCEPTIONS. 

5.  Agree to pay for damages and the labor costs to repair damages to any door system caused by such activity;

6.  Provide a minimum ratio of one adult supervisor (defined as an individual age 21 or over) for every 25 participants age 17 and under. This supervision is required during every activity anywhere on campus.

7.  Ensure all advertising of event(s) indicate(s) how persons with disabilities may obtain special assistance and accommodation. Such assistance and accommodation will be the responsibility of the Renter, not the University.
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8.  Provide all users and their families with health care instructions that make it clear that the University of Mary Washington Health Clinic is not, in any way, able to provide medical health care for any person using the facilities covered by this use agreement. Emergencies will be directed to Mary Washington Hospital. 

Routine administration of medication and/or non-life-threatening injuries will be at the discretion of Renter’s staff/volunteers and will not be handled by UMW Health personnel. The UMW Police Department will provide emergency response personnel with the ability to summon fire/rescue as needed.

9.  Outdoor Events

a. The Mayo Courtyard may be used for outdoor events between May 1 and October 15, only. 

b. As of March 2005 the City ordinance prohibits outside noise after 9:00 p.m. Adherence to the City of Fredericksburg noise ordinance is mandatory.

c. The AEC Director will contract its approved tent supplier for any requested tent(s) and apply through the Office of Facilities Services for the required State permits to erect the tent(s). The AEC Director will provide the Renter with the supplier’s options of side curtains, heat and electricity and negotiate the Renter’s contract with the tent supplier.  The tent supplier will own and store the tent and be responsible for set-up, dismantling and cleaning.  The Mayo Courtyard will accommodate only the following internal tent frames: 30’ x 30’, 30’ x  40’, 30’ x  50’ and 30’x 60’. Sidewalls may be used on courtyard tents provided exits are correctly and adequately placed and marked. The tent supplier must provide illuminated Exit signs.  All tents must remain 20’ from the building to allow for egress and entrance. A 30’ x 40’ awning with no sidewalls may be used on the BB&T Terrace. No patio heaters will be allowed in any location for any purpose. All propane tank heaters must be secured to prevent tipping.  Filled water barrels will be used to secure tents.  The tent supplier must provide its own water hoses. The Jepson Alumni Executive Center will provide access to the outdoor water source.

d. Exterior banners or outdoor decorative items will be subject to approval.     


Further, the Renter understands/agrees that:






10. The Renter is responsible for the cost of renting adequate skirting and access steps for any staging used indoors or outdoors on the property.

11. All table linens used in the Center will be either those owned by the Center or those rented through the Center. The AEC Director will negotiate the Renter’s contract with the linen company.

12. Rented dance floors will meet standard safety measures, which include, but are not limited to, being stable, firm and slip-resistant; with proper repairs and be free of dilapidated condition. The AEC Director retains the right to refuse to accept substandard flooring.
13. All delivery and set-up of tents, tables, chairs, dance floors and other equipment must be scheduled prior to the event with the AEC Director.

14.  Celebrations may not include balloon launches, butterfly releases, throwing loose material such as rice and birdseed, use of bubble or fog machines, or the use of tape on walls, fabrics or furnishings.  UMW safety regulations will govern the use of candles and luminaries.  

15.  Occupancy cannot exceed the stated maximum.  If actual attendance exceeds the contracted number, the renter will be charged a penalty of $25 per additional participant.
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    E.  The University reserves the right to eject or refuse admission to any person, or persons who, in its sole discretion, is/are acting in an unruly or disruptive manner, or in such a way as to disrupt the ability of the University to carry out its educational mission.

F.  This Agreement is the sole agreement between the University and the Renter as to its subject matter, supersedes all previous agreements, whether oral or in writing, and cannot be changed, amended except in writing and signed by both parties.

Any addenda attached hereto is hereby incorporated by reference and those terms are hereby made part of this Agreement.

In the event of any conflict between this Agreement and an incorporated addendum, the terms of the addendum shall prevail.

The Renter agrees to the terms in this document in their entirety.







