SAMPLE FACILITY USE AGREEMENT

AMERICAN GUILD OF ORGANISTS 

____________REGION CONVENTION

Dates:

LETTER OF AGREEMENT between the Convention and _____________ Church

ABOUT THE VENUE:

Full Venue Name:



Full Street Address: 


Website Address:


Contact Person:


· title 


· phone(s) 
_______________________________________________________ 
· email 


Backup Contact Person:
_______________________________________________________( if primary contact is unavailable)
· title 

_______________________________________________________
· phone(s) 
_______________________________________________________
· email address
_______________________________________________________
Capacity of Space(s) (subdivide if necessary, e.g. nave/balcony)

_________________________________________________________________________

Is there air conditioning? __________

Architecture/Art of Note (use a separate sheet if necessary)

_________________________________________________________________________

_________________________________________________________________________

Location of Restrooms
_________________________________________________________________________

Drop-Off/Parking Facilities (include accessibility for buses)

___________________________________________________

_______________________________________________________

Is there disabled access (if partially accessible, please give details)

ORGAN(S) TO BE USED

On a separate sheet, please provide the following:

· any relevant historical information

· any problems that either regularly or occasionally prevent full use of the organ

· guidelines on turning the organ on, setting pistons, etc.

ABOUT THE EVENT

Type of Event (Concert, Service, etc.):



Performer(s)/Presenter(s):





Date of Event:






Time of Event (including warmup/prep time):


Duration of Event (including any cleanup time):


Expected Attendance:





Space(s) to be Used (including prep/warmup rooms): 

Space Setup Needs (e.g. chairs, moving console, stands): none

Stands/Lights Needed: none


Audio-Visual Needs (microphone, projector, etc. – include who will provide them): 

Will offering receptacles be needed?   Yes 
No

Who Will Unlock Space? 


________________________________________________

· title:



________________________________________________
· phone(s)
:


________________________________________________ 
· email:



________________________________________________
On-Site Person During Event(Venue – preferably the incumbent musician)
· title:



________________________________________________
· phone(s)
:


________________________________________________ 
· email:



________________________________________________
An AGO representative will be present at each venue for the event. AGO will provide the name and contact information to the cathedral prior to the start of the convention.

Food/Beverage(s) to be Served (include locations, setup and cleanup details): None

CONTRACTUAL DETAILS:

COSTS AND FEES
Describe in full any charges that will apply for renting the space and/or instruments, including any sexton/janitorial fees, etc.: none

Total Charges: none

When are these charges due (include date/amount of any deposit)? N/A

TICKETS/FREE WILL OFFERING
Is the event open to persons not registered for the convention?

If so, will tickets be sold and/or a free-will offering taken?


Give full details (i.e. who will sell tickets/collect offering, who will receive proceeds:  

ORGAN TUNING 
____________ Church will have the organ tuned in preparation for the convention.



CONTRACT Does the venue require any other form of contract besides this document?  Yes
No 

(attach a copy if applicable)

INSURANCE

The American Guild of Organists national organization provides liability insurance for all AGO activities, including this convention. Does your venue require a copy of the insurance certificate? (please circle your answer)  Yes
No  

I agree to the terms outlined in the document above.

For the AGO:

____________________________(name) ____________________________(title) ____________________________ (date)
For the Venue:

____________________________ (name) ____________________________ (title) ____________________________ (date)

Prior rehearsal time(s):	The performer will contact the resident musician to arrange practice time.


Location of access:	_______________________________________________________________________


Who will arrange access:	_______________________________________________________________________


Phone(s):		_______________________________________________________________________


Email:			_______________________________________________________________________











