
EduSerc Conference & Training Center ◊ 1040 West Street ◊ Laurel MD 20707 ◊ P: 301-498-2899 ◊ F: 301-362-4360 

ETLI-RA 2010 
Rev.  May 2010 
EduSerc, Inc. 

EduSerc Conference & Training Center 
Rental Agreement  

For Official Use: 
Date Processed 
 
_____________ 

 
Instructions:  Complete this form in its entirety and return the form to EduSerc, Inc.  1040 West Street, Laurel MD 20707 or fax the form to 301-362-4360.  
The security deposit and 50% of the rental fee is due at the time of signing the rental agreement.  
 

1)  Renter Information  
 

2)  Event / Reservation Information 
 

1a Renter’s name / Main Contact Person 2a Meeting / Training Room Rental (Select Rental Space) 

          
 

 Meeting Room A     Meeting Room B   Training Area 1 
    

 Training Area 2       Meeting Room C   Meeting Room D 
 

 Rent Entire Training Center  

1b Organization Name 

          

1c Job Title / Occupation (if applicable) 2b Computer Lab Setup? 

 Yes   If so, how many PCs _________ (see below) 
 No    

          

1d Mailing Address (room, apt, suite no, P.O. box) 2c Name of Event  

(Describe your event or use of the rental space) 

      
          
1e City, State, Zip Code 

          
1f County or municipality 2d Rental Date(s)  2e Start Time 2f End Time 

                            

1g Phone  1h Fax Number 2g Name of On-site Contact 2h Work Phone of On-site Contact  

                            

1i Email  1j Cell Phone Number 2i Email of On-site Contact 2j Cell Phone of On-site Contact 

                           
3) Other Requirements: 
    Set-up Needs:           Classroom     Theatre Style      with PC’s (quantity) _______   Projector   Whiteboard  Other:________ 

4) Additional Event Information: 
    4a) Will food be served at the event?   Yes     No 
    4b) Will the event be open to the general public or by invitation only?      General public     Invitation only 
    4c) Number of people expected? ______________________ 
    4d) Will a registration fee be charged at the door?  Yes     No 

5) Rates / Description  * $100 one time setup fee applies for all computer lab setups.    ** Call for information on monthly rentals 

  

Meeting / Training Rooms** Computer Lab Setup *  

Sq. Ft. 
Theatre 

Capacity 

Classroom 

Capacity 

Half  
Day 

Full  
Day 

Weekly 
Rental 

w/ PCs w/ Macs 
Half 
Day 

Full 
Day 

Weekly 
Rental 

Meeting Room A 143 18 9 $100 $175 $775 7 6 $300 $500 $2500 

Meeting Room B 143 18 9 $100 $175 $775 7 6 $300 $550 $2500 

Training Area 1 

(Theater Room) 
388 35 18 $250 $450 $2000 13 8 $450 $850 $4000 

Training Area 2 

(Kitchen / Culinary Center) 
212 20 10 $150 $275 $1200 - - - - - 

Training Area 3 

(Theater Room & Media Center) 
616 50 24 $500 $750 $3200 18 12 $600 $1000 $5500 

Meeting Room C 88 9 4 $75 $140 $600 4 4 $275 $500 $2250 

Meeting Room D 144 18 9 $100 $175 $775 7 6 $300 $500 $2250 
  

6)  Total:       Calculated Total Rental:                                               $ ____________             
                          Computer Lab Setup Fee (if applicable)                      $ ____________ ($100 one-time fee) 

    

                          TOTAL RENTAL:                                                      $ ____________      

                          Deposit Amount (due at contract signing):              $ ____________ (50% of Total Rent + $100 Security Deposit) 

                          Remaining Amount (due 7 days before rental):      $ ____________         

  7) Method of Payment        American Express        Master Card         Visa         Check / Money Order* #____________(payable to EduSerc) 
 

Name of Cardholder:  ____________________________________________  Signature:________________________________________________      
 
Billing Address:  _________________________________________________ Billing City / State / Zip:______________________________________ 
 
Credit Card Number:  _____________________________________Security Code________  Expiration Date:   ____ / ____ Billing Phone: ________________ 



EduSerc Conference & Training Center ◊ 1040 West Street ◊ Laurel MD 20707 ◊ P: 301-498-2899 ◊ F: 301-362-4360 

By signing this contract the Renter Agrees to the following: 
 

    
1. Payment 

a. Refundable Security Deposit: The deposit stated above is due at the time of the signing of the contract.  The Deposit 

will be returned to the Renter upon satisfactory inspection of the rented facility after use.  Portions of the deposit will be 
retained to compensate for any damages or additional clean-up costs attributable to the Renter’s use of facility. 

b. Rental Fee: Fifty-percent (50%) of the rental fee is due at the time of the signing of the contract. 
c. Cancellation/Refund: The rental fee and security deposit will be refunded if event is cancelled by either party at least 

30 days in advance.  If cancelled 15 – 30 days prior to the event a 10% fee will be retained.  If cancelled two (2) weeks 
prior to event 25% of the fee will be retained.   

d. Returned Check: There will be a $35 return check fee. 
2. Clean-up 

a. The Renter is responsible for returning the facility to its original clean and orderly fashion immediately after the use of 
the facility. This includes, but is not limited to: taking out all the trash generated from the event, returning all tables, 
chairs and equipment to its proper place.  Wiping off all tables and counters.  The Renter is also responsible for 
sweeping, vacuuming and/or mopping the floors as needed.  

3. Decorations/Signage 

a. Prior written approval is required to place signs or decorations on the walls. 
4. Alcohol & Smoking: There shall be no smoking or use of any alcoholic beverages of any kind on the premises. 
5. Food & Beverages: Food and beverages may be consumed in the kitchen and classroom areas.  Special care should be taken 

when consuming food near computer and AV equipment.  The Renter will be charged for any stains in the carpet and for any 
damages to equipment. 

6. Assistance Service Animals: Animals are not permitted on the premises, unless they are official assistance service animals. 
7. Theft and Damages: The Renter is responsible for any damages and/or theft of EduSerc property or materials during the use of 

the ETLI rental facility.   
8. Hazardous Materials: The Renter agrees not to bring on to the facility any material, substance, equipment or object which is 

likely to endanger the life of, cause bodily inquiry to any person or property or which is likely to constitute a hazard. 
9. Responsibility and Indemnity: 

a. Conduct:  The Renter is responsible for the conduct of all event participants.  The Renter accepts all responsibility for 

any injury to person(s) or property, loss of or damage to property or theft of personal property during the use of the 
rental facility.   

b. Indemnity: The Renter shall release, indemnify, keep and save harmless EduSerc, or its agents, officers, or 

employees from any and all responsibility or liability for any and all damages or injury of any kind or nature whatever 
(including death) to all persons, whether agents or employees of the Renter or persons attending the events for which 
the premises have been leased, and to all property damage proximately causes by, incident to, resulting from, arising 
out of, occurring in connections with, the use by the Renter of the premises.  The provisions of this section shall include 
any and all losses, damages, injuries, settlements, judgments, decrees, awards, fines, penalties, claims, costs and 
expenses including reasonable attorney fees. 

10. Facility Use:   
a. Compliance: The Renter agrees that any use of the ETLI facility will comply with all statutes, ordinances, rules, 

regulations issued by the Federal, State and municipal government.  The Renter agrees to only use the facility. 
b. Original Use: The Renter agrees to only use the facility for the use and purposes as outlined in the agreement.  Any 

changes to event type will need to be approved by EduSerc. 
c. Admission Fees: The Renter is prohibited from collecting fees on the premises of ETLI.  If there is an admission fee 

for the attendance of the event, then the fees must be collected prior to the start of the event and must take place off 
the premises of the ETLI.  

 

Failure to abide by any part of the terms of this agreement will result in the Renter’s inability to rent the space at any time in the future. 
 

By signing this Rental Agreement, the Renter acknowledges having read and comprehends this agreement, 
and understands that this Rental Agreement is binding on both parties and the organizations they 
represent. 
 
RENTER:                                                                   EDUSERC, Inc. 
Signature:________________________________  Signature:_____________________________________  
 
Print Name:_______________________________ Print Name:___________________________________ 
 
Title: ____________________________________ Title: ________________________________________ 
 
Organization:______________________________ Date Signed:__________________________________ 
 
Date Signed:______________________________ 

 


