
LETTER OF AGREEMENT
FOR 

THE GUILD HALL THEATRE RENTAL

RENTER:
NAME ____________________________                  

ADDRESS__________________________

PHONE____________________________        

BOOKING DATES:
FROM________                  TO____________                      

FROM________________TO___________________

CONTACT PERSON:
NAME___        ___    ____________________

PHONE__________________________

TERMS OF AGREEMENT:

This agreement entitles the Renter to the use of the THEATRE, DRESSING ROOMS, 
WASHROOMS, THEATRE BOOTHS, LOBBY, and BOX OFFICE during the above 
rental dates only. The rental of the Theatre includes ordinary house lighting, heating/air 
conditioning, subject to unavoidable equipment breakdown. The Renter is also entitled to 
the use of the KITCHEN, BAR AND GALLERY/O.R. thirty minutes before 
performances, during intermissions and two hours after performances or until 12:00 
midnight, whichever comes first. Kitchen use includes appliances only; the renter is 
responsible for their own coffee, tea and condiments etc. 

The PAINT ROOM, PROPS/COSTUME ROOM, MANAGER’S OFFICE, and all other 
rooms not stated are not to be used. 



The entire building is a NON-SMOKING facility.

No artwork or decoration shall be hung in any room without first consulting the Guild 
Society Manager.

GUILD SOCIETY’S RIGHTS AND RESPONSIBILITIES

The guild Society will ensure that:

• The theatre is tidy and painted black upon rental
• The sound and light equipment are in the technical booth upon rental
• All rental areas covered by this agreement are clean and presentable upon rental.

The use of the Guild Society equipment for the Theatre is restricted to what is 
available at the time of rental, but will include:

• One cassette deck
• One compact disc player
• One amplifier
• One mixing board
• Four speakers
• All Guild Society lights, lighting boards and dimmer packs which are on site, and 

are Guild property, at the time of the rental

Activities conducted within The Guild Hall facility must conform to acceptable 
community standards. The Guild Society reserves the right to refuse or cancel any 
show, exhibit or activity that, in its sole opinion, may be considered unsuitable for a 
community-based centre.

The Guild Society reserves the right to eject any person from the facility who, in the 
opinion of The Guild Society, is creating a disturbance or behaving in an 
objectionable manner.

The Renter hereby waives the right to claim for damages or compensation as a result 
of The Guild Society exercising the rights described in the previous two paragraphs.

THE RENTERS RESPONSIBILITIES:

During the duration of the rental the Renter is responsible for:
• All public safety and access for the duration of the rental
• The cleanliness of all rental areas during time of rental



• Ensuring that there is no drinking outside in public areas
• General security and locking up of the building throughout the duration of this 

agreement
• The care and maintenance of the equipment used for the duration of the rental

The Renter agrees to be fully liable for any damage, loss or theft to equipment or 
property caused by the renter’s negligence during the term of this rental agreement.

The Renter agrees to pay for any cost resulting from damage or personal injury 
determined to be the fault of the Renter.

The Guild Society advises all Renters to carry liability insurance with no less than 
$1,000,000.00 coverage for each event. Proof of insurance MUST be shown for 
bookings where a special liquor permit is required.

All stage work is the responsibility of the Renter. The technical equipment, generally 
defined as all lighting and sound equipment, will only be used by trained volunteers 
or technical personnel approved by The Guild Society.

The Renter will not stage any act or performance in which fire or flame is involved 
without the written consent of the Fire Department and The Guild Society.

The Renter is responsible for ensuring that all public areas (Washrooms, 
Gallery/O.R., Lobby, Kitchen and Bar are clean and presentable at the close of each 
working day.

The Renter is responsible for ensuring that fire regulations are adhered to at all times.

The Renter is responsible for ensuring that the Props/Paint Room, Costume Room, 
Manager’s Office and all their contents remain off limits to both the public and the 
Renter’s cast and crew.

At no time will the Renter or their audience, cast and crew use adjoined dance 
studios.

A telephone is available in the Box Office.

The Renter must obtain a Special Occasions Liquor License when The Guild Society 
is not hosting the Bar.

The Renter is responsible for returning the Theatre to its original condition including 
the following:

• All walls, and flooring will be painted flat black
• All risers will be mopped



• The original seating plan will be restored
• Any damage incurred during the rental agreement will be repaired to original 

quality.

The Renter is responsible for ensuring that all their sets, props and costumes are out of 
the building and off the property by the end of the rental agreement.
The Renter is responsible for ensuring that all rented areas, as listed in the contract are 
clean, presentable and restored to their original condition upon the Renter’s departure.

PAYMENT AND PENALTIES

The Renter will be charged the daily damage deposit fee for each day that any of the 
above conditions are not fulfilled.

Infringement on any of these conditions may, at the discretion of The Guild Hall 
Facility/General Manager, result in:

• Closure of the building
• Loss of damage deposit
• Or both of the above

The Guild Society requires full payment and damage deposit fees before rental begins.

Refund of damage deposit fees shall be after inspection by the Guild Hall 
Facility/General Manager.

The damage deposit for the Theatre rental is $300.00

The key deposit is $75.00 per key. Temporary security codes shall be given with keys.

The rental fee is:

$200.00 per day for performances.
$150.00 per day for rehearsals
$100.00 per day for strike
$50.00 per extra strike days
$50.00 per day for holds

Hourly Rental is $25.00 per hour. This must include set up and clean up times.

All unscheduled rehearsals or technical set up will be charged accordingly, at The Guild’s 
discretion.

Any discounts given are completely at the discretion of the Guild Society, and do not 
apply to one certain group or organization.



Failure to pay in advance, and in full, including damage deposits, will result in 
cancellation by the Guild Society of the above stated organizations rental agreement.

Dated this___________day of___________, 20______ in the City of Whitehorse, Yukon.

I have read this Rental Agreement and agree to be bound by its terms and conditions.

Signed: 


