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RENTAL AGREEMENT
H.J. Ricks Centre for the Arts

Operated by Hancock County Visitors Bureau

This Rental Agreement (“Agreement”) is entered into by and between Hancock County Visitors 
Bureau, an Indiana nonprofit corporation, doing business as H.J. Ricks Centre for the Arts 
(“Theater”), and __________________________ (“Renter”).

I. EVENT INFORMATION

Event Name: __________________________________________________________________
Type of Event: _________________________________________________________________
Event Date(s): ____________________________________________
Rehearsal/Setup Date(s): _______________________________________________________
Event Start Time: _________________________
Event End Time: __________________________
Estimated Attendance: _____________________
Number of Performers: ____________________________________________________

Renter shall provide all requested event details, including stage plot (if applicable), technical 
needs, arrival times, and marquee wording, prior to final approval.

For purposes of this Agreement, an “Event Day” is any day on which a public performance or 
program is presented. All contracted Event Days and setup/rehearsal days are considered part of 
a single rental period.

II. RENTAL FEES AND PAYMENT TERMS

Rental Fees shall be as outlined in the current Pricing Schedule attached as Exhibit A. Payment 
terms are governed by this Agreement.

A. Deposit
A non-refundable deposit equal to fifty percent (50%) of the total rental fee is required to secure 
the date. Dates are not confirmed until the deposit is received.

B. Balance
The remaining balance is due no later than seven (7) calendar days prior to the first contracted 
rental date. Failure to pay the balance by the due date may result in cancellation and forfeiture of 
the deposit.

C. Security Deposit
A refundable damage deposit of $150 is required and shall be returned within ten (10) business 
days following the event, less any charges for damage, excessive cleaning, overtime, or 
violations of this Agreement.
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D. Collection of Unpaid Amounts
Renter agrees to pay any unpaid balances due under this Agreement. In the event the Theater is 
required to enforce this Agreement or pursue collection of unpaid amounts, Renter shall be 
responsible for reasonable costs of collection, including attorney fees and court costs.

III.CANCELLATION POLICY

A. Deposits are non-refundable but may be applied to a rescheduled date within 12 months, 
subject to availability.

B. Cancellation by Renter:

i. 30+ days: deposit is retained, no additional charges. 

ii. 0-29 days prior to the first contracted date of the rental period: Renter is responsible for 
the full rental fee for all contracted Event Days and setup/rehearsal days. If the Theater 
rebooks any cancelled dates, the Theater may, at its discretion, credit the Renter for 
amounts recovered.

IV. USE OF PREMISES

Renter agrees:

i. No tape on walls unless written permission is granted.

ii. Tape on stage floor must be removed immediately following the event.

iii. No furniture, equipment, or tools may be moved without written permission.

iv. No alterations to the building.

v. Basic cleanup is required at conclusion of event.

vi. All activities must comply with fire code, occupancy limits, ADA requirements, and all 
local, state, and federal laws.

vii. The use of tobacco or electronic smoking devices is strictly prohibited within the theater. 
This includes, but is not limited to, cigarettes, cigars, smokeless tobacco, and vaping 
products.

Theater reserves the right to deny any activity deemed unsafe, unlawful, or damaging to the 
facility.

V. TECHNICAL SERVICES

Rental includes basic sound and lighting as described in Exhibit A.

For advanced sound or lighting:

i. Theater’s AV technician must be used, OR
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ii. Outside technician must receive prior written approval from the Executive Director.

Overtime technical support beyond contracted hours will be billed at $25 per hour.

Events exceeding contracted end times will incur an overtime facility charge of $25 per hour.

Overtime charges shall be invoiced and payable within ten (10) days of receipt.

VI. CONCESSIONS AND ALCOHOL

A. Theater retains exclusive right to operate concessions during events.

If Renter requests to operate its own concessions:

i. Written approval is required.

ii. A concession fee of $100.00 applies unless otherwise agreed.

iii. Renter must comply with all health department regulations.

Alcohol service must be pre-approved in writing and comply with all licensing and insurance 
requirements. Renter assumes all liability related to alcohol service.

B. Intermission
For events of significant duration, the Theater strongly encourages inclusion of an intermission 
to support patron comfort and concession operations.

Events exceeding ninety (90) minutes in total runtime are expected to include one (1) 
intermission of approximately fifteen (15) to twenty (20) minutes.

For events where alcohol service is approved, inclusion of an intermission is strongly encouraged 
and may be required at the Theater’s discretion.

If the Renter believes that an intermission is not appropriate due to the nature of the 
performance, the Renter must request written approval from the Theater in advance of the event. 
The Theater reserves the right to condition approval of concessions or alcohol service based on 
the inclusion of an intermission.

VII. INSURANCE AND INDEMNIFICATION

A. Insurance
For events reasonably anticipated to approach maximum occupancy, or for events open to the 
public and ticketed by the Renter, Renter shall provide a Certificate of Insurance evidencing 
commercial general liability coverage of not less than $1,000,000 per occurrence and $2,000,000 
aggregate, naming Hancock County Visitors Bureau d/b/a H.J. Ricks Centre for the Arts, its 
board members, officers, employees, and agents as Additional Insureds. Proof of coverage must 
be provided no later than seven (7) days prior to the event. The Theater may waive the insurance 
requirement for small private events at its sole discretion.
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B. Indemnification
Renter agrees to indemnify, defend, and hold harmless Hancock County Visitors Bureau d/b/a 
H.J. Ricks Centre for the Arts, its board members, officers, employees, and agents from and 
against any and all claims, demands, damages, liabilities, losses, costs, and expenses (including 
reasonable attorney fees) arising out of or related to Renter’s use of the premises, including but 
not limited to the acts or omissions of Renter, its employees, contractors, performers, vendors, 
guests, or invitees. 

VIII. DAMAGE AND LIABILITY 

Renter is responsible for all damage caused by Renter, guests, vendors, performers, or 
contractors during rental period. Renter’s responsibility includes damage caused by its 
employees, contractors, performers, vendors, guests, or invitees.

A post-event walkthrough will be conducted. Repair costs will be deducted from the security 
deposit, and additional charges billed if necessary.

IX. KEYS AND ACCESS

If keys are issued to Renter:

i. A limited number of keys, as determined by the Theater, will be provided for the duration 
of the rental period.

ii. Keys must be returned to Theater staff immediately following the conclusion of the event 
or rental period.

iii. Keys remain the property of the Theater at all times and may not be duplicated, 
transferred, or shared without prior written consent of the Theater.

iv. Lost or unreturned keys will incur a replacement fee of $10 per key.

v. If a key is not returned and the Theater determines that a re-keying of any portion of the 
facility is necessary for security purposes, the full cost of re-keying shall be the 
responsibility of the Renter.

X. FILM SCREENINGS 

If exhibiting a film, Renter must secure proper public performance licensing rights and provide 
documentation prior to event. Theater assumes no responsibility for copyright compliance.

XI. FORCE MAJEURE

Theater shall not be liable for cancellation due to circumstances beyond its control, including but 
not limited to natural disasters, power outages, government orders, public health emergencies, or 
other unforeseen events. In such case, the Theater may reschedule the event to a mutually 
agreeable date within twelve (12) months; refunds shall not be issued. 
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XII. TERMINATION BY THEATER 

Theater reserves the right to terminate this Agreement if Renter violates its terms, engages in 
unlawful activity, or poses risk to facility or patrons. In such case, all fees paid shall be forfeited.

XIII. GOVERNING LAW

This Agreement shall be governed by the laws of the State of Indiana. Venue for any dispute 
shall lie in Hancock County, Indiana. Renter may not assign or transfer this Agreement without 
prior written consent of the Theater.

XIV. ENTIRE AGREEMENT

This Agreement constitutes the entire understanding between the parties and may be amended 
only in writing signed by both parties.

Renter acknowledges having read and agreed to all terms.

THEATER:
Hancock County Visitors Bureau
d/b/a H.J. Ricks Centre for the Arts

By: __________________________
Title: ________________________
Date: _________________________

RENTER:

Organization: __________________
Authorized Representative: ______
Signature: _____________________
Date: _________________________
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EXHIBIT A

PRICING SCHEDULE
H.J. Ricks Centre for the Arts

Operated by Hancock County Visitors Bureau

I. Standard Rental Rates

A. Business / For-Profit Rentals
• $600.00 for the first event day
• $500.00 for each additional event day
• $50.00 per day for additional setup or rehearsal days

B. Nonprofit Rentals
• $400.00 for the first event day
• $300.00 for each additional event day
• $40.00 per day for additional setup or rehearsal days
• Nonprofits must provide valid nonprofit identification documentation

C. Weekday Special Event Rates
Weekday discounted rates may be available upon approval by the Theater Board.

II. Technical Services

Basic rental includes:
• Up to two (2) microphones
• Basic music playback capability
• Basic front lighting

Advanced sound and lighting services require use of Theater’s AV technician or written approval 
of an outside technician.
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A. Theater AV Technician
• $300.00 per performance
• $30.00 per hour for rehearsals on additional days
• Rehearsals must conclude by 10:00 p.m. unless otherwise approved

III. Facility Use

A. Dressing Rooms
All rentals include use of two (2) private dressing rooms and one (1) private restroom located 
backstage.

B. Warehouse Space
Back warehouse space may be rented for $50.00 per day.

IV. Concessions

The Theater retains exclusive rights to operate concessions during events.

If Renter is approved to operate concessions:
• A $100.00 nonrefundable concession fee applies unless otherwise agreed in writing.

Concession revenue supports maintenance and preservation of the historic facility.

V. Marquee Usage

Rental includes use of the marquee for event promotion.

Message content must be approved by the Theater and kept brief due to space limitations.

Private marquee messages without a building rental (birthdays, anniversaries, etc.) are available 
for $125.00 and will display for one (1) week.

VI. Payment Summary

• 50% non-refundable deposit required to secure date
• Remaining balance due seven (7) days prior to event
• $150 refundable damage deposit required


