Our Lady of the Holy Souls Church

1003 N. Tyler St. – Little Rock, AR 72205

Phone: (501) 663-8632     Fax: (501) 663-8699

Website: www.holysouls.org             E-mail: office@holysouls.org
Contract for Use of Parish Facilities

RENTAL INFORMATION:
Facility Rented (circle one):           Parish Hall               
Allen Center 


Church


Contact Person Renting Facility: _________________________________________________________________________________

Address of contact:  ___________________________________________________________________________________________

City: _____________________________________________________________ State: __________________  Zip: _____________

Telephone Numbers:   Home: ______________________    Work: _______________________    Cell: _____________________
Contact email:​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________
Date Facility is to be Used: M: ______________ D: ________ Y: _________     Time of Event: Start __________ Ending _________

Description of Event: __________________________________________________________________________________________
Caterer: ____________________________________________________ and Telephone Number _____________________________

Date Facility is to be Used: M: ______________ D: ________ Y: _________     Time of Event: Start __________ Ending _________

Description of Event: __________________________________________________________________________________________

Caterer: ____________________________________________________ and Telephone Number _____________________________

Caterer Certification of Liability Insurance (received) _______

RENTAL FEES: All fees are due thirty (30) days prior to your event.

Facility Rentals:



Guest Wi-Fi:  cguest pwd: 1003ph0ne (all zeros)
Parish Hall


$475
Includes: $120 refundable deposit ($100 facility fee and $20 key fee)





$  25
Projector Rental


Non-Parishioner


$800
Includes: $120 refundable deposit ($100 facility fee and $20 key fee)


Allen Center


$675
Includes: $120 refundable deposit ($100 facility fee and $20 key fee)

Non-Parishioner

            $1,000
Includes: $120 refundable deposit ($100 facility fee and $20 key fee)

*Use of Cafeteria Staff

$  75  
(Fee for cafeteria manager to be on site when kitchen is being utilized.)
Wedding Fees for church use:

Parishioner


$250
Includes:
Facility Fee








Wedding Coordinator Fee








(Non-refundable, due when wedding date reserved)









 *DOES NOT INCLUDE MUSIC FEES





*Music Fee Varies: You must contact the Music Director at least 3 months before wedding.


Non-Parishioner


$1,050


Includes:
Facility Fee








Wedding Director Fee









*DOES NOT INCLUDE MUSIC FEE






*Music Fee Varies: You must contact the Music Director at least 3 months before wedding.
Items used during event: (please check which apply)

Allen Center


Parish Hall


Church


___ Kitchen Facilities

___ Kitchen Facilities

___ Sound System


___ Ice Machine


___ Ice Machine


___ Organ


___ Stage


___ Tables


___ Piano


___ Sound System

___ Chairs


___ Gathering Room


___ Piano


___ Sound System

___ Tables


___ Projection Rental (+ $25)

___ Chairs

Will you be renting chairs and tables from another source? If so, please list the following information:
Delivery Date & Time: _________________________________           Pick Up Date & Time: _______________________________

You must be onsite for delivery and pickup of rental items.

We are not responsible for another vendor’s rental equipment left on our property before, during or after the event.
SEE FACILITY RENTAL POLICY FOR ACCOUNTABILITY / DAMAGE.

Any changes to the above requests must be communicated in writing to the Special Events Coordinator within 72 hours of the date of the event.

The security deposit will be refunded within Five (5) working days following the event. Please note to whom and where you would like deposit mailed.

Name: ____________________________________________________________________   Phone: _________________________

Address: ___________________________________________________________________________________________________

City: ________________________________________________________________ State: _________________  Zip: __________

I understand if there is any damage, I will forfeit my deposit and will pay for the repair of said damage.

The Allen Center is the School Cafeteria. School events take priority over any other event. Events on Saturday during the school year must be cleaned up and returned to its original condition no later than Sunday at Noon in preparation for the school day.

All Fees are due Thirty (30) days prior to Event.

______________________________________________________________   

_______________________

Signature of Renter







Date

______________________________________________________________

_______________________

Signature of Renter







Date

++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
For Business Office Use:

_____________________________________________________


________________________

Approval Signature







Date

Deposit $ ______________   paid on ________________     Check # _______________

Fees Total $____________   due by _________________    Check #________________

Payments $_____________  paid on _________________   Check # ________________

Balance $______________   paid on _________________   Check #________________

Copy to

Renter
Business Manager

Special Events Coordinator                                                                                 

