
 

 

 
Boardroom/Office Space Rental Contract 

 
Company Name: ______________________________________________ Contact Person: ___________________________ 

 
Address: ______________________________________________________________________ City: ___________________ 

 
Postal Code: ___________________ Phone: ______________________ Cell: ____________________ Fax: ______________ 

 
Web-site address: _______________________________ Email: _______________________________ 

 
[     ] Monday – Friday – 9:30am – 4:00pm:  Member rate $20.00/hour plus GST 

[     ] Monday – Friday – 9:30am – 4:00pm:  Non-member rate $30.00/hour plus GST 
[     ] Monday – Friday – 6:00pm – 9:30pm:  Member rate $25.00/hour plus GST 

[     ] Monday – Friday – 6:00pm – 9:30pm:  Non-member rate $35.00/hour plus GST 
[     ] Saturday – MEMBERS ONLY – 10:00am – 3:00pm:  $30.00/hour plus GST 

 
Description of Service/Product: ________________________________________________________________________________ 
____________________________________________________________________________________________________________ 
Date and Time requested:______________________________________________________________________________________ 
 

Terms and Conditions: 
By signing this agreement the vendor agrees to the terms listed below: 
 

�  Boardroom and office space rentals are subject to 5% GST.   
�  A $25 charge will apply for any N.S.F. cheques.   
�  If an N.S.F. payment should occur, the payment including the $25 charge must be received within 5 working days in order to 

keep the contract valid in the form of certified cheque, money order, credit card/debit payment; if payment is not received within 
this deadline the contract will be void and the boardroom/office space can be rented out to another party.   The deposit and any 
other payments will not be refunded.  3% delinquent charge per month to be added to any overdue payments. 

�  This contract requires a signature by any staff member of POWE, but does not require all to be valid. 
�  Statement of account will be issued to the renter depicting total paid. 
�  Power of Women Exchange will not be held responsible for any losses, liabilities or damages incurred by renter while renting 

boardroom or office space at The Power of Women Exchange office – 110-A Ash Street, Whitby, ON  L1N 4A9. 
�  Cancellation is required minimum of 5 business days before scheduled date. Failure to cancel within the required 5 business days  

will result in no refund.  If cancellation occurs before the 5 days total refund will be made to the renter minus $25.00 admin fees. 
�  Power of Women Exchange may request renter to provide own liability insurance. 
�  Power of Women Exchange will be on site for liability reasons. 
�  The renter is responsible for set-up and take down.   
�  Any damages to furniture, carpeting, or walls are the responsibility of the renter. 
�  Power of Women Exchange has the right to refuse anyone using the boardroom if it is deemed unlawful, offensive, a health or 

fire hazard or against any policy that may be in place for either/or T&E Health Pros Inc. or Power of Women Exchange. 
�  Power of Women Exchange requires full payment at time of booking board room via cheque, cash or credit and will 

require a credit card number on file – any date changes after the time of booking will be subject to a $20.00 admin fee to 
be processed on credit card.  

�  Power of Women Exchange reserves the right to limit the number of people in attendance at any given time due to fire 
regulations. 

�  Parking is the renter’s responsibility.  Parking is available on Ash Street or at the Municipal pay-for-parking located at Perry 
Street and Mary Street.  It is the Renter’s responsibility to notify their clients regarding this parking policy.  This should be 
done in advance.  Renters and their clients will not be permitted to park in the designated Power of Women Exchange spots 
located at the rear of the building.  They are reserved for Power of Women Exchange staff. 

�  Power of Women Exchange has the right to add or change any rules of use at any time. 



 

 

 
 
 
 
 
 

�  Power of Women Exchange will supply coffee/tea/water.  Paper cups are supplied.  If renter wishes to use ceramic mugs, it is the 
renter’s responsibility to wash the mugs. 

�  The renter is responsible to clean up boardroom after its use including removal of dishes, coffee urns and any other 
refreshment utensils back to the kitchen.  If renter opts to use any of the dishes such as plates, silverware, glass mugs rather 
then the disposable ones provided they understand that it is their responsibility to wash them in the POWE kitchen.  If the 
boardroom is left in a mess the renter will be billed at the hourly rate of $25.00 for its cleanup.  

�  Power of Women Exchange staff members will not take registrations or provide services for the renter. 
 

Privacy Statement: 
Please read this statement carefully.  At the time of reading this contract if you do not understand this statement please contact the event 
producers for clarification.  
 
By signing this agreement the renter understands the basis of this privacy policy.  Power of Women Exchange only collects the necessary 
information about you as noted above such as name, business name, address, phone number(s), website address, email address and fax 
number.  In the event that this boardroom or office space rental is being paid for by either Visa or MasterCard it will be necessary to collect 
this information.  The collected information will only be used for the purpose it was given.   
 
Power of Women Exchange will not sell trade or give your information to any other parties.  All information collected by Power of Women 
Exchange is kept in such a manner as to ensure its security and confidentiality at all times.   When you give personal information to Power 
of Women Exchange you are giving consent to collect the information  
 
No data transmission over the internet can ever be 100% secure.  As a result we strive to protect your personal information, we can’t 
ensure or warrant the security of any information you transmit to us over the internet or receive from us electronically.  This is especially 
true of information you email to us.  Once we receive the information we make our best efforts to ensure its security on our server.  Our 
security measures include: secure locks on filing cabinets, using up to date industry standard techniques such as firewalls, encryption, 
intrusion detection and restricted access to records, equipment including computers. 
 
APPROVED BY: _______________________________    
 
I ________________________________, the Renter, agree to the TERMS AND CONDITIONS as laid out in detail above. I understand that by signing this contract I am 
agreeing to the have my personal information collected and all of the terms and conditions above and agree to pay for the entire space rental in full at the time of booking. 
 
______________________ _______________________________             ___________________ 
Renter  name (print)   (Renter  signature)       (date signed) 
 
_______________________  _______________________________    ___________________ 
POWE  (print)    (Authorizing Signature)                  (date signed) 
 
Method of Payment:  
Please check payment type:  [   ] VISA   [    ] MASTER CARD [    ] AMEX [     ] Cheque [    ] Cash/Debit 
 
Full name as it appears on credit card: ___________________________________________________ 
 
Full billing address for credit card: ______________________________________________________ 
 
Credit card number: ___________________________________        Expiry Date: ________________  Ver code# ______________ 
 
Office Use Only: 
Date received:      ____________  Receipt sent:    _____________ 
Deposit received: $ ___________  Payment type:   _____________ 
Balance:   $ ___________                   Electronic approval #                   _____________ 

 


