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FACILITY RENTAL REQUEST FORM
I. GENERAL INFORMATION

Group Name/Contact Name: _________________________________________

Event Organizer: __________________________________________________

Address: _________________________________________________________

City, State, Zip: _______________________________________________________

Phone number: ____________________Fax Number: _____________________

Proposed Event Date: __________________  Event time:___________________

Event/Description: ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Estimated Number in Attendance:______________________

Location:  
II. Additional Information

Entertainment provided by:
 ________________________________________________________________________
Phone number: ___________________________________

Arrival Time: _____________________________________

Number of Musicians: ______________________________

Performers will entertain from ______a.m./p.m. until ______a.m./p.m.


FACILITY RENTAL REQUIREMENTS
PLEASE READ THE ENCLOSED INFORMATION CAREFULLY BEFORE SIGNING ALL FACILITY USE FORMS.

Your event will be subject to the following regulations adopted as part of our operating procedures.  All events must adhere to Birmingham International Center procedures and are subject to final approval.

Your event will be subject to the following requirements.  

· A non-refundable rental deposit must be made one month prior to the scheduled event.  The rental deposit will be half of the total rental fee.  The event WILL NOT be confirmed until this deposit is received.  BIC will confirm your event ONLY AFTER THE DEPOSIT IS PAID.
· The remaining rental fee must be paid in full two weeks before the scheduled event, and no later than 72 hours prior to the event.  

· All payments must be mailed to the Birmingham International Center Attention Accounts Receivable or paid directly to the Birmingham International Center location.

· All printed material concerning the event must be approved first by the Birmingham International Center before posting or mailing to guests.  This may be sent by email to info@bic-al.org or delivery to the office directly.

· BIC ASSUMES NO RESPONSIBILITY FOR THE ACCURACY OF ANY REPRESENTATIONS THAT MAY BE MADE ON ITS PREMISES BY RENTING TO ORGANIZATIONS/AGENCIES.
· BIC assumes no responsibility for guests’ personal safety or belongings.  The user indemnifies and holds BIC, its directors, officers, agents, employees and affiliates harmless against any and all damages, claims, or liabilities due to personal injury, death or damage to or loss due of BIC property or the property of others arising out of its use of the Birmingham International Center.
· The user hereby agrees that proper safeguards for the prevention of accidents or injury to persons/property shall be taken and that all applicable laws and regulations will be followed.  The user further agrees to comply with all risk management, safety and health recommendations made by BIC.  The user is completely responsible for any damages to BIC premises caused by itself, its agents or its guests and for any loss or damage to BIC equipment or property.  The user agrees to pay BIC for any loss or damage.
Non-Wedding Rental Fees
· The fee for one day’s use of the facility is $250.
· The user has the option of renting the facility the afternoon before the event to decorate/prepare, at the rate of $75.
Wedding Rental Fees (Including Receptions)
· The fee for one day’s use of the facility is $300. 

· The fee for two day’s use of the facility is $500. The user may use the extra day to     prepare for the event. 
Additional Charges:
Security is provided by user or BIC will provide at the following cost of:

Extra Security
$35.00 per hour
Refundable Cleaning/Damage Fee: $75
Any time past the scheduled time will incur an extra fee of $25.00 an hour. 

It is agreed that any proposed changes must be communicated to BIC no later than 48 hours prior to the time of the event.  In the event of any default, the liability of BIC is limited to the return of the fees actually paid by the User.

Upon signing the Agreement, the FACILITY RENTAL requirements become conditions for the event to occur.

________________________________________________________________________
Signature of Lessee






Date
________________________________________________________________________
BIC Authorized Signature





Date
