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ESTEBAN SABAR GALLERY
RENTAL GUIDELINES

1 GENERAL INFORMATION

Since its opening in January, 2006, Esteban Sabar Gallery has welcomed rental of its
space to an array of civic, business, community, non-profit or private organizations and
private party individuals. Offering a 2,500 square foot, distinctly bohemian space in the
heart of Oakland’s uptown art district, the gallery offers a flexible layout for an array of
events as well as a 30 by 70 foot parking space for cars or outdoor/indoor events including
barbecues.

Now, before making a reservation, it is advisable that you look at the gallery during the
gallery’s business hours or to make an appointment with the gallery director, Esteban
Sabar, by phoning 510/444-7411 (cell: 415/756-7442), especially if you are not familiar
with the gallery’s layout.

2 RENTAL FEES AND DEPOSITS

The procedure for renting the gallery is as follows: the renting party is required provide a
signed Acceptance Of Rental Guidelines And Policies Form (at the last page of this
document) and provide the event details to the gallery director. From these specifications,
a Rental Contract will be drawn up and provided to the prospective Renter for review and
signature. The Rental Contract specifies the hours of gallery use, and the fees based upon
the rental fee schedule. The Rental Contract will be signed by the Renter and returned to
the gallery events coordinator along with the required deposit.

2A Important Dates Relating to Payment:

Half of the Rental Fee, plus a Refundable Damage Deposit of $250.00 due at the
time the Rental Contract is signed to confirm the reservation.

The balance payment is due 15 days prior to the event date. Reservations are not
made for events less than fifteen days before the intended date.

2B Cancellation Policy:

Cancellations must be made in written form at least 30 days prior to the event. If
the Renter cancels an event prior to the event date, the following portion of the
deposit will be refunded:

* More than 15 days prior: 100% refund.

» 7-15 days prior: 50% refund.

* Less than 7 days prior: 10% refund.
In the case of cancellation of a date, the $250.00 damage/cleaning deposit
will be returned.
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2C Damage and Excessive Clean-up

When the event is held, additional charges may be assessed as a result of
damage, abuse, extended use beyond the period specified in the rental agreement,
or for the use of services or equipment beyond those approved in advance. These
charges will be deducted from the $250.00 Refundable Damage Deposit. If costs
exceed the Refundable Damage Deposit, an invoice for the balance will be sent to
the Renter. Payment is required within 30 days of the invoice date. Delinquent
payments will be assessed a late fee of 1 12 % per month based on the
outstanding invoice.

3 EVENT STAFFING

Rental rates only include the services of the Event Coordinator. The Event Coordinator will
be on-site during the entire move-in, event time, and move-out of the event. The Event
Coordinator, who is usually the gallery’s director, Esteban Sabar, is the facility’s main point
of contact between the renter and all in-house set up staff and sub-contracted vendors.
(S)he is on-site specifically to assure the smooth execution of the event. The Event
Coordinator can be called upon to answer questions regarding logistics from the time that
the renter signs the Rental Contract and pays the initial deposit. The Event Coordinator’s
job is to manage and serve as a logistical liaison for you.

4 CATERING

Catering is not provided by Esteban Sabar Gallery. We do offer a small refrigerator, a
securable office space and a large utility sink toward the back of the gallery.

4A Outside Caterers

Renters are welcome to work with a caterer of his/her choice as long as the caterer
is properly licensed. The caterer is responsible for linens and water service.

4B Alcohol
Beer, wine and hard alcohol may be served free charge by a licensed caterer.

5 DECORATIONS:

Esteban Sabar Gallery does not provide decorations of any kind. This includes table
cloths, flowers, signage or holiday decorations. All decorations are the responsibility of the
Renter and their contractors.
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6 LOST ITEMS:

Esteban Sabar Gallery will not assume any responsibility for equipment left in the gallery
following the completion of your event. During the event, a locked office and locked
storage room is available for securing purses, backpacks and outer garments during your
event and the gallery’s Event Coordinator will assist in regulating access to these spaces.

7 PARKING:

A total of 8 parking spots are available in the gallery’s parking facility available free of
additional charge. Additional charged parking is located directly across the street from
Esteban Sabar Gallery and has a 150 vehicle capacity outdoor lot.

The gallery parking lot may be alternatively used for outdoor/indoor events such as
barbecues or outdoor seating using the gallery’s side door while the gallery parking lot gate
locked.

8 SECURITY

Renters of the facilities are required not to touch, move, or in any way handle objects
installed in the gallery. Please contact the gallery’s Event Coordinator in advance
regarding any special space requirements regarding gallery objects one week ahead of
time so that the gallery may accommodate your needs.

9 NO SMOKING IN GALLERY

Smoking is not allowed within the gallery, but is allowed in the gallery parking lot and on
the sidewalk in front of the gallery.
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ACCEPTANCE OF RENTAL GUIDELINES AND POLICIES
OF ESTEBAN SABAR GALLERY

Please print, sign, date this page and return to Esteban Sabar Gallery. Rental bookings are
reserved only upon Esteban Sabar Gallery’s receipt of the following three items:

1. This signed Rental Guidelines

2. A signed Rental Contract drawn up by Esteban Sabar Gallery and

3. The initial payment.

This form does not represent a commitment for any payment to Esteban Sabar
Gallery. Following discussion with the gallery director, a Rental Contract will be drawn up
and faxed to the prospective Renter’s review and signature.

I/ we have read the contents of the Esteban Sabar Gallery Rental Guidelines and agree to
abide by these policies and guidelines while renting Esteban Sabar Gallery’s space.

X

SIGNED DATE

PRINTED NAME

PHONE NUMBER

DATE REQUESTED TO RESERVE ESTEBAN SABAR GALLERY
Here are three ways to send this signed Acceptance of Guidelines and Policies Form:

1. Mail this signed form to us:
Esteban Sabar Gallery

480 23" Street

Oakland, CA 94702

2. Fax this signed form to us:
Please call ahead to 510/444-7411 so that we can turn on the fax machine.

3. Visit, call or email Us: We will gladly answer any questions you may have regarding

having your event at Esteban Sabar Gallery and will print this form for you to sign at your
convenience.
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