
Alliance for Arts and Culture 
Boardroom Rental Agreement

BETWEEN Greater Vancouver Alliance for Arts and Culture Society a non-profit society duly 
incorporated pursuant to the laws of British Columbia and having an office at Suite 100 - 
938 Howe Street, Vancouver, BC   V6Z 1N9 (herein after called the Alliance) 

and:
 Organization: 

 Address: 

Contact name:  Phone: 

(Herein after called the Renter)      Email Address: _____________________________ 

Are you a member of the Alliance?  Yes  No 

WHEREAS the Renter wishes to rent the use of Boardroom space at the Alliance for Arts and Culture 
located at Suite 100 - 938 Howe Street, Vancouver, BC 

AND WHEREAS the Alliance agrees to rent Boardroom space at the Alliance for Arts and Culture to the 
Renter upon the terms and conditions contained herein; 

NOW THEREFORE THIS AGREEMENT WITNESSES THAT, in consideration of the mutual covenants 
and agreements herein contained the Alliance agrees to rent Boardroom space to the Renter, and the 
Renter agrees to rent such Boardroom space upon the following terms and conditions: 

1. USE: (a) It is understood in this Rental Agreement that use of the "Boardroom space" includes 
only the boardroom and all equipment and furniture contained therein, the lobby area 
(excluding the receptionist’s desk, its contents, and all computer equipment), the upstairs 
kitchen (excluding all areas marked “staff use only”), and any additional equipment 
requested below:

Flip chart easel (paper not included) 
TV and VCR 

Overhead projector 
Slide projector 

(b) The Boardroom shall be used by the Renter for the following use(s) only: 

Meeting
Rehearsal/audition

Workshop/class/seminar
Reception

Other: Authorized by:
(c) Is alcohol being served?  Yes  No    If yes, Special Occasion License #:___________ 

2. TERM: The term of this Rental Agreement shall be as described below: 

Date (month, date, year): ______    _____    __    __   __

Start time: End time: (includes set-up & clean-up) 
(For multiple rentals, extra dates may be written on the same line or a schedule of meetings may be 
appended to, and form part of, this agreement.) 
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3. RENT AND DEPOSIT:   
 The Renter must provide a credit card number upon booking in order to secure their Boardroom 

Rental dates. The credit card will only be charged to cover the cost of damages, if the rental 
agreement is forfeited, or if the Renter cancels their contract within seven days of their rental 
date.   

 
 For damage deposit/cancellation (required): 
 
 Credit card number: _________________________________  Expiry date: ________________ 
 
 Name on card: _____________________________________ 
 
 The Renter shall pay in advance to the Alliance, rent as specified below, plus GST: 

 Members: Non-Members: 
 � $10 per hour or any part of an hour � Half-Day (up to 4 hrs) $100 
  (minimum two hour booking) � Full-Day (up to 8 hrs) $200 
 � First half-day booking of month   
  (up to 4 hrs, fee waived)   
   
 
4. POLICY AND PROCEDURES: 

(a)  The Renter agrees that it is a material condition of this Rental Agreement that the Renter 
adhere to the "Boardroom Procedures" (attached as Appendix A), and obey all policies, rules, 
regulations and procedures that the Alliance may implement from time to time in regard to 
renting the Boardroom space. 

 
(b)  The Alliance shall be entitled to ban the Renter from subsequent usage of the Boardroom 

space if all policies, rules, regulations and procedures are not met to the satisfaction of the 
Alliance. 

 
 
5. MAINTENANCE AND REPAIRS: 

(a)  The Renter shall be responsible for repairing all damage to the Boardroom and space arising 
during the Renter's use of the Boardroom. 

 
(b)  The Renter shall clean and maintain the Boardroom and shall leave the Boardroom in the same  

condition in which it was provided.  
 
(c)  The Renter shall remove and dispose of any food garbage created during the use of the 

Boardroom. 
 

(d) The Alliance shall be entitled to charge the Renter the cost of cleaning and/or repairing for any        
damage(s) to the Boardroom space. 

 
 
6. LIABILITY AND INDEMNITY: 

(a) The Alliance accepts no responsibility or liability for equipment brought to or left on 
premises.  

 
(b) The Renter will indemnify the Alliance, and its respective officials, officers, employees 

and agents, against all loss, damage, expenses, proceedings, claims, demands or 
actions suffered or incurred by any of them arising out of or in connection with the Rental 
Agreement or the rental of the boardroom. This indemnity will survive expiry or earlier 
termination or cancellation of Licence. 
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(c) The Renter will release the Alliance and its respective officials, officers, employees and 

agents from all claims against any of them for any loss, damage or injury suffered by the 
Renter or its agents, employees or property arising out of or in connection with the Rental 
Agreement  or the rental of the boardroom, malfunction or failure of equipment, material, 
appliance, or furnishings owned by Alliance and supplied to Renter. This release will 
survive expiry or early termination or cancellation of Licence. 

 
 
7. CANCELLATION POLICY: 

Notice of cancellation must be given seven days prior to the beginning of the rental term. Failure to 
provide notification will result in the forfeiture of the rental fee; or, in the case of a member's free first 
booking of the month, the next booking will be charged the full rate. 

 
 
8. ASSIGNMENT: 

The Renter shall not sublet, assign, or transfer any of its interest in this Rental Agreement, without the 
prior written approval of the Alliance. 

 
 
9. EXECUTION: 

The Renter will execute and return this Rental Agreement to the Alliance within five business days of 
acceptance of the offer by the Renter to rent Boardroom space at the Alliance for Arts and Culture, 
failing which the Alliance will consider this Rental Agreement null and void, and will cancel the offer. 

 
 
10. BINDING AGREEMENT: This shall be a binding Rental Agreement between both parties mentioned. 
 
 
11. RENTER'S OBLIGATIONS: 

(a) A key will not be issued to the Renter until this Rental Agreement has been signed by both parties 
and returned to the Alliance and the rent has been paid. A key will be issued no sooner than three days 
prior to the term, and must be picked up between 9am and 5pm Monday to Friday. The key will be 
returned by the Renter to the drop-slot of the Reception desk at the end of the term. 
 
(b) Consumables must be supplied by the Renter. This includes items such as office supplies, paper 
plates, cups, napkins, coffee filters, cream, sugar, as well as flip chart paper and pens. 
 
(c) Kitchen amenities including plates, cups, glasses, cutlery and kitchen equipment including 
microwave, refrigerator, dishwasher and coffee maker are available for use by the Renter provided 
these amenities and equipment are left clean, tidy and returned to the state in which they were found. 
 
(d) The Renter is to leave the Boardroom in its original condition and on time so as to not cause  
any nuisance or hindrance to other users. All folding chairs must be folded and stacked against the 
wall. 
 
(e) No equipment, personal belongings or other such materials not belonging to the Alliance will be 
stored anywhere on the premises of the Alliance outside the term of this Rental Agreement. If such 
storage occurs, the Alliance will not be held liable for any loss resulting from such action. 

 
 
The Renter’s signature below indicates acceptance of the terms and conditions of this agreement, and that they 
have read and agreed to the procedures outlined in Appendix A. The renter accepts full responsibility for the 
security of the facility during the agreed upon rental period and for the secure lock up of the facility at the end of 
the rental and understands that the Alliance accepts no responsibility or liability for any loss, damage or injury 
suffered by the Renter or its agents, employees or property arising out of or in connection with the Boardroom 
Rental. The Renter providing the signature below will be in attendance during the rental period to ensure full 
compliance with all of the above. 
 

RENTER SIGNATURE:   DATE:   

 

ALLIANCE SIGNATURE:   DATE:   
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Boardroom Procedures – Appendix A 
 
Upon Arrival: 
� Unlock front doors with the key. This key opens the front doors. 
� Turn on lobby lights (to left of door as you walk in).  
� Turn on boardroom lights to the left and lamps. 
� Set up the boardroom as you would like.  
� Any equipment you requested with your booking form will be left in the boardroom. 
 
During Meeting: 
� Upstairs kitchen facilities are available for your use.  If you require dishes, you may have to unload the 

clean dishes from the dishwasher into the cupboards in order to load in your dirty dishes after your 
meeting.  

� Unless you have someone specifically watching the front doors at all times, you must keep them 
locked. YOU are responsible for ensuring that no one enters the Alliance without your 
knowledge.  

 
After Meeting: 
� Unlock the front doors and let your members/guests depart. 
� Re-lock front doors and proceed with clean-up. 
 

Clean-up Procedure: 
Boardroom: 
� Clean up any garbage and return any dishes to kitchen. If you create any food waste, it should be taken 

with you after your rental. Never leave garbage in the alley.  
� Wipe down tables if necessary. 
� If any folding chairs were used, please fold and lean in boardroom nook. 
� Leave equipment in the boardroom. Remember to turn off and unplug equipment. 
� Turn off lamps. 
 
Kitchen: 
� Wash or place dirty dishes in dishwasher. Follow instructions on top of dishwasher. 
� Wipe down counters. 
� Turn off kitchen light and close the door. 

 
Lock-up Procedure: 

 
� Double check that both front doors are locked (push on both doors). 
� Turn off lobby lights, except those marked “ON”.  
� Drop key in the slot at left corner of reception desk. Once key is dropped, you cannot retrieve it. 
� Exit through the back of the boardroom.   
� Remember to take any belongings with you. 
� Turn off lights and lamps. 
� Exit through two sets of crash doors at the rear of the boardroom. These lock automatically behind 

you, as you exit into the alley behind the building. 
 
In case of emergency (requiring locksmiths, plumbers, etc.) contact Gateway West Management Corp. at 
604-601-7316. You will be directed to a pager and asked to leave a number. DO NOT leave the Alliance 
phone number as incoming calls are automatically redirected to voicemail at night. Leave a cell phone number 
or see the underside of the green sheet on the reception desk for further information.  
 
*Please leave a note reporting any unusual occurrence or emergency and how it was dealt with on the reception 
desk. 
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