document 1. 
Determining the terms for a lease or use agreement 
use this form to help outline what the church and the organization expect of each other. All ACTUAL LEASES should be on a proposed diocesan lease form for presentation to the standing committee. for further information, contact the diocesan offices at 585-473-2977: attention Todd Rubiano or todd@episcopaldioceseofrochester.org
The Agreement is to be made on what date.____________

 NAME OF CHURCH______________________EPISCOPAL CHURCH, ______________ with offices at ________________________________________________________ New York 14_______ (“Landlord”) 

PERSON IN CHARGE:


EMAIL


PHONE NUMBER

TENANT(USER) __________________________________________________________, A( NOT) FOR PROFIT Corporation, with offices at_________________, New York 146_______ (“Tenant”).


PERSON IN CHARGE

EMAIL


PHONE NUMBER

(note: if not a not for profit, the property may be subject to property taxes.)

PREMISES to be leased: (describe).Where in building or what building

Approximate square footage or other description
Describe what hours the tenant can access the space and when they must be out of the space

Will keys be made available? To whom.

Describe the proposed use of the space to be rented and when the space would not be available (if any)

Term:  The term  shall be ____________, commencing _____ 2012 


Ending: (The Landlord will have the right to terminate at any time)
Rent:
Base Rent.  Rent of $ _____ per month. 
Additional Rent.  Any amounts payable by Tenant to Landlord above the base rent:

Utilities


Cleaning


Security


Other
NOT ALLOWED: List any uses that are specifically not allowed.
Condition of Premises:  Tenant accepts the Premises in its present, AS IS condition or improvement Landlord agrees to make, if any.  
Maintenance and Repairs: List what the Landlord will do: Clean the space, how often? Removal of trash of tenant, snow shoveling, repairs that are needed to meet code. Any others? Does the Tenant Pay?
List what the Tenant must do (removal of trash, keep doors locked, turn off lights? Some of this is in the leases, but what else do you want in the lease?
Insurance:  
Tenant shall maintain comprehensive general liability insurance in an amount of $1,000,000 for each occurrence, combined single limit for injury to persons and damage to property naming Landlord as an additional insured and loss payee as to the Premises.______________Episcopal Church and The Episcopal Diocese of Rochester shall be listed by the Tenant Insurance as additional insured’s. Tenant shall furnish to Landlord a certificate of insurance evidencing such insurance together with a thirty (30) day notice of cancellation clause prior to taking occupancy of the Premises


Name of Insurance Company and Broker


Address and Telephone number.

Signs:  Can Tenant place one (1) sign on the premises? Where? Describe



Tenant sign shall not be affixed to the church.  
Tenant shall be responsible for getting any approvals from governments for said sign, if required. Tenant shall notify Landlord in writing of its intent to erect a sign on the Premises prior to such installation.  .

Subletting and Assignment:  
The Lease will state that the tenant shall not assign this Lease, nor sublet, or permit the Premises or any part thereof to be used by others, without Landlord’s prior written consent in each instance, which consent may be given or withheld by Landlord in its sole discretion.  

Access to Premises: 
The Lease will state that access to the premises shall be limited (describe)

The Landlord will have access to the premises at all times.

Other Terms and Conditions: 

          Tenant will be required to provide safe church training: How and Where?

What else should be in the lease? Describe

If the User is only for one-time, it would still be worthwhile to have an agreement. If the User is to be authorized to use the facilities for only one year, but more than once or twice, A “Use Agreement” should be used. If the User will occupy space for more than a year, a “Lease” should be used. If this is a “new organization” entering into a Lease, please prepare a draft lease for prior approval by the Standing Committee. If the organization has been using the space for several years, enter into a Lease Agreement using the form provided. You may ask for a review, if you wish. For questions and for submission of new leases, please send to Todd Rubiano who is working with the Standing Committee on property matters at todd@episcopaldioceseofrochester.org. Todd will help you prepare your request to the Standing Committee and schedule the date for your approval.
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