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This AGREEMENT TO LEASE (hereinafter “Agreement”) is made as of the date set forth herein below by and between the 

Capitol Civic Centre, Inc., a Wisconsin not-for-profit corporation, (hereinafter “Lessor”) and CLIENT NAME, (“Lessee”) to 

use Venue(s) located within the Capitol Civic Centre (“Facility”) located at 913 S 8th St, Manitowoc, WI 54220 for the purpose 

of EVENT ("Event") on DATE ("Rental Date"). In consideration for use of Venue, Lessee shall pay to Lessor the rental fee of 

$PRICE as specified in the rental proposal #XXXX which includes the facility fees and additional fees (equipment, labor, 

other services, etc.). The fees are estimated at Lessor's discretion according to the specific needs of the Lessee.

It shall be the Lessee’s responsibility to completely inform it agents, employees, or assigns concerning the rules and 

regulations in this Agreement. For clarification of individual rules, contact the Lessor.

Should Lessee be found in violation of any of the provisions of this Agreement, the Lessor may immediately consider this 

Agreement null and void. Lessee will forfeit all advance payments made to the Lessor and may be liable for other expenses 

incurred, whether or not the Event actually occurs, as provided in this Agreement.

AGREEMENT IS AS FOLLOWS:

Entire Agreement: This Agreement constitutes the entire Agreement between the Lessor and the Lessee, and no oral 

statements or any prior written matter shall have any force or effect. All amendments must be in writing and signed by 

both parties.

Types of Events: Lessor desires to provide for its patrons and the general public an experience consistent with its 

character, mission, and value statement. Therefore, all events are expected to harmonize with the character and mission of 

Lessor and must be approved by Lessor. If Lessor believes, in its sole discretion, that any aspect of Lessee’s use of the 

Facility is inconsistent with the same, or is inappropriate for the Facility, Lessor may reject, in whole or in part, Lessee’s 

planned use of the Facility.

As-Is Condition: Lessee agrees that Lessor is providing the Venue to Lessee in an “AS-IS” condition. Lessee agrees that 

neither the Lessor, its officers, employees, or assigns have made any representations nor promises with respect to the 

Facility except as expressly stated in this Agreement.

Lessee Representation: Lessee will furnish Lessor with the name, address, telephone number, and email of the Lessee’s 

representative. This representative will be the sole person authorized to make decisions or to negotiate with the Lessor, or 

to make on-site decisions, including problems with conflicts or necessary alterations, during the Rental Date(s). This person 

must therefore be present throughout the course of the Rental Date(s) for the hours detailed in this Agreement. Failure to 

provide such representative may result in decisions being made on behalf of the Lessee by the Lessor that may negatively 

impact the Lessee’s intentions and final billing.

Decorations: Non-performance events (e.g. receptions, weddings, meetings, etc.) must provide Lessor with a list of planned 

decorations, table setup, and chair setup a minimum of two (2) weeks prior to the event. Planned decorations may not 

include the use of raw rice, confetti, glitter, smoke, or bubble machines. Use of such materials will result in additional 

charges. Lessee may not use nails, staples, duct tape, or similar to affix decorations to the walls. All items brought into 
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Facility (e.g., personal items, decorations, props, etc.) must be removed immediately following the Event. Items that are not 

removed will be disposed of by Lessor and the cost of such disposal will be added to the final billing.

Modifications: Lessee shall not modify or alter the existing lights or sound equipment in the Venue or the structural 

components, partitions, electrical, plumbing, heating or air conditioning systems of the Venue or the Facility unless 

approved by Lessor and included in the Rider to this Agreement. Lessee shall not remove or change the location of any 

stage rigging and equipment. If any changes are made after approval by Lessor, Lessor, at Lessee’s expense, will restore all 

stage rigging and equipment to the condition and location they were in prior to such removal or change. No electrical work 

may be performed without the consent of Lessor. Lessee’s use of construction materials and/or tools at the Venue or 

Facility shall receive the prior approval of Lessor.

Indemnification/Damages: Lessee agrees to maintain the Venue in the same condition as at the commencement of 

Lessee’s occupancy, excepting reasonable wear and tear, and to pay to Lessor, immediately upon demand, any and all costs 

associated with or arising from repair of damage to the Venue or Facility, including damage caused by anyone using the 

Venue or Facility at Lessee’s invitation or under Lessee’s direction.  Lessee specifically covenants and agrees that it will 

indemnify Lessor and save Lessor harmless from and against any and all loss, liability, expense, claims or damage of any 

kind arising from, or growing out of, the use or misuse of said Venue or any part of the Facility during the Rental Date.

Lessee agrees to indemnify Lessor for all damage(s) incurred due to Lessee’s negligence, breach, actions or omissions.

Lessee shall be responsible for payment to Lessor of any overtime or other expenses payable to Lessor’s employees arising 

from Lessee’s use of the Venue. Lessee shall be responsible for any shortfall after payment by Lessor of such overtime or 

other expenses.

Lessee agrees not to injure, mar, nor in any way deface the Facility and shall not drive nails, hooks, tacks, screws, tape up, or 

take fastenings or fixtures of any kind or description into any part of the Facility, nor shall any other alterations be made to 

the Facility without the consent of Lessor.

Lessor shall not be responsible for damages or injury to Lessee, agent, patrons, employees or property from any cause 

whatsoever prior, during, or subsequent to the Rental Date except for injury loss or damage resulting from the negligence 

of Lessor, its employees or agents. Lessee hereby releases Lessor from such liability and agrees to indemnify Lessor against 

any and all claims against damages or injuries.

Should any portion of the Facility be destroyed or damaged by any cause, or if other casualty or occurrence or acts of God 

shall render the fulfillment of this Agreement by Lessor impossible including, without limitation, acts of government 

authority, this Agreement shall terminate and Lessee shall pay Rent only up to the time of such termination at the rate 

herein specified, and Lessee hereby waives any claim for damage or compensation for such termination. Further, Lessee 

hereby releases Lessor from any and all liability for any loss or damage caused by fire or any extended perils, unless such 

fire or other casualty shall be due to the gross negligence of Lessor.

Performance Rights and Licenses: Lessee shall have or obtain, prior to any event, all necessary performing rights licenses, 

and Lessee shall make all performance payments required to be made by such licenses directly to the licensing 

organization(s). Lessor, nor any of its officers, employees, or assigns shall have any responsibilities to any performing rights 

licensing organizations for the Lessee’s performances during any such event. Lessee shall secure at least one (1) week prior 

to each event any and all consents, licenses, certificates and/or permits as may be required for any performances under 

this Agreement and for the use of any motion picture, television, radio, broadcasting, or recording or other machines or 

equipment in connection therewith, including but not limited to such consents, licenses, certificates and/or permits as may 

be required for compliance with all laws relating to the employment of minors, in the event any minor is scheduled to 

appear at any performance, and Lessee will do all other acts necessary on the part of the Company to comply with all laws, 

ordinances, orders and requirements of all Federal, state, and municipal governments and appropriate departments, 

commissions, boards and officers thereof applicable to the Facility for each event, rehearsal, and performance.

Assignment of Dates and Deposits: A signed Agreement must be returned to the Lessor with the required deposit to 

secure the event. If this deposit is not received within five (5) business days of the signing of this Agreement, the Lessor may 

release the Rental Date without notice to the Lessee.
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For events which Lessor is also handling Lessee's ticket sales, the remaining portion or portions of the rental payment shall 

be deducted from the final payment.

If Lessee does not have ticket sales, or is using another seller, the remaining portion or portions of the rental payment are 

due before the Rental Date(s). If these payments are not received by the prescribed date, the Lessor may immediately 

cancel this Agreement with no refunds of existing payments.

Full rental fees are required as a deposit on all functions where the rental fees are under $250, unless otherwise arranged 

in writing with the Lessor. Lessor reserves the right to alter the vehicle of payment to a certified check or money order at 

any time for all financial transactions dealing with this Agreement.

All remaining charges due are payable on demand unless otherwise arranged with the Lessor and not to exceed ten (10) 

days net. Any balances delinquent over thirty days will be charged a $25 collection fee plus an annualized rate of 20% on 

the amount owed until paid. Any Lessee that is delinquent on amounts due from a prior Agreement shall not be allowed to 

secure rentals dates or Agreements until such time as such amount, plus penalties, are paid in full.

All payments shall be remitted by cash, check, money order, or certified check made payable to: Capitol Civic Centre, Inc.

Occupancy Time: Time shall be of the essence of this Agreement and the prearranged timeframes as stated in the 

Agreement shall not be extended for the occupancy or use of the Facility for the installation or removal or equipment 

without the permission of the Lessor. All such additional time may be subject to additional rental fees should such 

permission be granted.

Should Lessee exceed the prearranged time frame without prior notification to the Lessor (i.e. arriving early or leaving late), 

Lessee may be charged an overtime fee consistent with the rate sheet and exempt from any discounts. It is within the best 

interest of the Lessee to ensure the timeframes in this Agreement are sufficient.

Cancellation: Lessee understands the cancellation of an Agreement for the Facility is an extremely undesirable situation 

for both parties. The Lessor’s position is that cancellations should take place only after all other avenues of completing the 

terms and obligations of fulfilling the Agreement have been thoroughly pursued. Cancellations must not be entered into 

capriciously. Lessee acknowledges that the contracting of Rental Date(s) at the Facility represents more than a date 

assignment; Lessor, by accepting the Lessee’s Rental Date(s) into its schedule is foregoing other rental or presenting 

opportunities for that assigned date and dates surrounding that date, and thus relying upon the Lessee to take full 

advantage of this rental engagement.

Acts of God: Lessee and Lessor respectively shall be under no liability for failure to appear or perform in the event that 

such failure is caused by or due to “Acts of God,” including but not limited to, blizzard, tornado, fire, flood, earthquake, or 

any law, ordinance, rule or regulation, or any cause beyond the control of the Lessor or Lessee. The Lessee will remain 

responsible for any preexisting or direct costs already incurred by the Lessor in connection with the event, as well as the 

cost of contacting and refunding all ticket-holders. The Lessor assumes no liability for the event.

Cancellation by Lessee: If the Lessee chooses to cancel the Event sixty (60) days prior to the Rental Date(s), Lessee shall be 

responsible for the deposit, and all expenses and damages incurred by the Lessor in connection with the Event’s 

cancellation. At any point beyond the sixtieth (60th) day, the Lessee shall be responsible for 100% of the rental amount, plus 

pay any and all expenses and damages incurred by the Lessor in connection with the event’s cancellation including the cost 

of contacting and refunding all ticket-holders.

Cancellation for Cause: The Lessor reserves and retains the right to cancel this Agreement (and the Event) if the Lessee 

fails to perform any of the obligations set forth herein, or appears to be financially insecure, or appears to be about to 

default under the terms of this Agreement. In case of such cancellation, the Lessee shall reimburse the Lessor for any and 

all expenses and damages incurred, and the Lessor shall demand 100% of the rental amount.

Cancellation by Lessor: Lessor may terminate or suspend its obligations under this Agreement if such obligations are 

delayed, prevented, or rendered impractical by any of the following events to the extent such event is beyond the 

reasonable control of Lessor:  riot, civil commotion, insurrection, pandemic, labor disputes, strikes, war, shortage of or 

inability to obtain materials, supplies or utilities, or any law, ordinance, rule or regulation. In any such event, Lessor shall not 
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be liable to Lessee for delay or failure to perform its obligations hereunder. However, Lessor agrees to reduce the 

consideration which would otherwise be due and payable from Lessee to Lessor under this Agreement.

Insurance: Lessee must provide a Certificate of Insurance for general liability naming Capitol Civic Centre, Inc., as additional 

insured for limits of liability no less than ONE MILLION DOLLARS ($1,000,000) per occurrence, with an effective date 

including the Rental Date(s) of this agreement.  All such insurance shall be in such form, in such amounts, and with such 

companies as are acceptable to Lessor in its reasonable discretion. Required proof of insurance is due to the Lessor not less 

than two (2) weeks prior to the Rental Date.

If you need assistance with securing event insurance, please contact Cindy Hansen at Ansay & Associates (920.370.4238) for 

assistance.

Lessee shall also provide an Employer’s Identification number and evidence of coverage for Workers’ Compensation 

insurance for its employees when applicable. Lessee agrees that failure to provide such documentation shall not exempt 

the Lessee from any and all responsibility to its employees and assigns regarding workers’ compensation claims, and 

Lessee agrees to indemnify and hold harmless the Lessor and Facility, along with its personnel and assigns, for any injury or 

claim to workers’ compensation benefits by any of its employees or assigns. Failure to provide evidence of, or failure to 

maintain, these insurances may result in immediate termination of this Agreement.

Public Safety: Lessee shall not encumber or obstruct any traffic access area, including sidewalks in front of or on any side 

of the Facility, its stairs, lobbies, or audience chambers, nor shall Lessee permit the same to be obstructed or encumbered 

in any manner. Lessee further agrees not to bring onto the premises any materials, substances, equipment, or object which 

is likely to endanger the life of, or cause bodily injury to, any person on the premises or which is likely to constitute a hazard 

to property thereon without the prior written approval of the Lessor. Lessor shall have the right to refuse to allow such 

materials, substances, equipment, or objects to be brought on premises and shall have further right to require the removal 

thereof from the premises.

All sets, costumes, props, lighting equipment, and any other materials used by the Lessee must conform to all existing fire 

and safety codes. Any provisions of the fire prevention code which prohibits smoking, flammable decorations, open flames, 

and explosive or flammable fluids, gases, or compounds must be observed.

No activities in violation of Federal, state, or municipal laws, ordinances, codes, orders, and requirements shall be permitted 

in or about the Facility, and Lessor shall have the responsibility to enforce these provisions.

Requests to the City of Manitowoc for any variance or permit in conjunction with this Agreement must be approved by the 

Lessor prior to any request being made to the city. Lessor reserves the right to refuse approval of any request deemed to 

impact its regular operations or the regular operations of its neighbors.

Tobacco and Controlled Substances: Lessee acknowledges that the Facility is a smoke-free building, and pledges to 

ensure that its artists, employees, assigns, and guests adhere to this policy at all times that such person are on Facility 

premises. Lessee also agrees to ensure to the best of its ability that its artists, employees, assigns, and guests will neither 

bring nor use on Facility premises any controlled or illegal substance.

Advertising and Promotion: Lessee will be responsible for the preparation, placement, and cost of all publicity involving 

the Event, and will refer to the Event as being at the Capitol Civic Centre. Promotion of an event shall not be allowed until a 

fully-executed Agreement is returned to the Lessor. Lessee agrees that all advertising appearing in or presented by way of 

newspapers, radio, telephone, posters, heralds, flyers, brochures, etc., will contain a correct telephone number where the 

public can call to get accurate program information.

Marquee, Signage, and Social Media: If Lessee is using Lessor's ticketing services, additional advertising and promotion is 

available. Please reference the Marketing Addendum of the Ticketing Rider for further information.

Objectionable Material: Should the Event contain any materials that may be viewed by any segment of the community as 

being morally objectionable, Lessor reserves the right to require of the Lessee inclusion in all advertising of a phrase, 

acceptable to the Lessor, which alerts the potential ticket buyer to the nature of the theme or actions.

Complimentary Tickets: Lessor reserves the right to request four (4) complimentary tickets per performance for its own 

in-house purposes. These seats will be selected and removed from sale prior to the opening day of sales for the Event.
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Custodial Services: Lessor will provide Venue in neat, presentable fashion at the beginning of the Rental Date(s). Lessor 

shall also be responsible for the cost of basic janitorial maintenance to the Venue during the Rental Date(s), including 

dressing areas, public restrooms, and Lobby. Lessee agrees to place all garbage in an appropriate trash container. Any 

excess debris should be placed in Lessor’s dumpster at the end of each day. Lessee may request that Lessor provide 

additional janitorial services during the term of this Agreement for an additional charge. Specific use of areas may incur an 

additional custodial or dumpster charge. Lessee shall be responsible for maintaining and returning said Venue to Lessor in 

the same conditions as at the commencement of this Agreement.

Storage: Lessor at no time guarantees the use of storage space. All of Lessee’s property must be removed from the Venue 

upon expiration of the Rental Date(s) unless otherwise agreed to by Lessor. Lessee shall restore and properly store all 

equipment of Lessor used by Lessee, unless prior arrangements have been made and agreed to by Lessor. Lessor reserves 

the right to remove all property of Lessee remaining after the expiration of the Agreement at the expense of Lessee and to 

store the same at the expense of Lessee without any liability on the part of Lessor.

Parking: Parking is available along the street and in surface lots around the Facility. Lessor is not responsible for providing 

parking for Lessee’s event and cannot guarantee that other events in the downtown area will not affect the available 

parking for Lessee’s customers, guests, and patrons. Parking is NOT guaranteed under this Agreement.

Time and Intermission: Should the Event necessitate a Box Office; it will open sixty (60) minutes prior to each 

performance. Additionally, the Venue must be accessible to attendees a minimum of thirty (30) minutes prior to each 

performance for seating. If the program is one hundred (100) minutes or longer (total time), there shall be an intermission 

of between fifteen (15) and twenty (20) minutes in length. Exceptions to these rules must be approved in writing by the 

Lessor.

Lease Package: Lessee’s right to use the Venue on the Rental Date(s) shall include the following services to be provided by 

Lessor at no additional charge:

Rental Supervisor – Responsible for supervising use of Lessor’s equipment and providing building access

Limited House and Stage Lighting – One (1) basic stage wash with appropriate house lighting

Basic Custodial Service

Tables and Chairs as available (inventory subject to change)

Design of Lighting or Sound: Light and sound technicians provided by Lessor as part of this Agreement are solely for the 

purpose of operating the equipment and control boards within the Venue. Technicians are not responsible for the design of 

lighting or sound effects for Lessee’s Event. The design of such effects must be provided by the Lessee.

Lessor will provide Lessee two 1/8" connections backstage for playback of music and/or sound effects. If Lessor's technician 

is to control playback of music or sound effects, Lessee must provide either a CD with tracks in proper order and length, or 

digital audio files in MP3 or WAV format. Digital files will require additional labor time to load into the computer for 

playback.

Copies of the current light plot, sound plot, and/or channel hookups will be made available upon request to the Lessee two 

(2) weeks prior to the Rental Date(s) for design purposes.

Technical Safety: All use of stage space, rigging, and technical equipment must be in accordance with accepted stagecraft 

standards, and all users must abide by all safety procedures and requirements of the Lessor. All specific technical needs 

must be coordinated and approved by Lessor’s Technical Director. The Technical Director shall provide the final decision 

should a standard or procedure be in question, or if any of Lessee’s employees or assigns act in an unsafe manner.

Meal Breaks: For every six (6) hours, a meal break is required for technicians and/or staff assisting with the event. The 

required meal break is thirty (30) minutes, however, if a hot, individual meal is provided by Lessee, the break may be 

reduced to twenty (20) minutes. An overtime rate of 1.5x the normal rate will be charged for any hours for which a meal 

break was not received.

Dressing & Green Rooms: Lessee is responsible to ensure that any areas used be left clean at the end of the Rental 

Date(s).
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Front of House Staff: When audience members are present, the Lessor shall provide a house manager to supervise the 

use of the lobby and facilitate seating. Additional staffing requirements will be determined by the Lessor to ensure the 

safety of Lessee’s attendees and provide effective venue operations during Lessee’s event. When possible, these positions 

will be staffed by trained volunteers from the Lessor’s organization. Lessee assumes all costs associated with these staffing 

requirements. Lessee may choose to augment these positions with additional volunteers or employees. For the purposes of 

continuity, the Lessor’s house manager shall have final decision on all matters pertaining to the safety and experience of 

customers, guests, and patrons of the Lessee.

Concessions: Lessor reserves the right to operate, or permit others to operate, during the term of this Agreement, any and 

all food and bar concessions at or in the Facility. Lessor reserves the right to use such areas as are, in its opinion, necessary 

for such concessions and will determine which concessions will be in operation during the period of this Agreement. Lessee 

may request alcoholic beverages not be sold given the nature of the event.

If Lessor decides to not provide food and bar concessions during this Agreement, Lessee may request to do so at their sole 

expense. All food and beverage service, including catering and concession stands operated in the Facility, must present 

current Food and Liquor License(s) in force for the Rental Date. No samples of food, beverage, or any other product may be 

given away or otherwise distributed without the prior written approval of the Lessor.

Merchandise: Lessee may choose to sell merchandise in location determined by Lessor with advance notice. Lessee is 

responsible for all sales tax payments required by the State of Wisconsin.

Concurrent Use, Same-Day Use, and Off-Limits Areas: Lessor reserves the right to rent simultaneously other portions of 

the Facility to other licensees, provided that the concurrent use of lobby, hallways, box office, and other public areas by 

such other Lessees not unreasonably interfere with the Lessee’s use of the Facility. Also, Lessor reserves the right to 

schedule additional activities in spaces affected by this Agreement with the Lessee, provided that such usage does not in 

any way affect the Lessee’s load-in, performance, or load-out schedule, or in any way compromise its setup, set pieces, 

properties, etc. Accordingly, Lessee agrees to take reasonable steps to secure its property in an orderly way to facilitate 

such use.

The Lessee understands and acknowledges that the Lessee shall have no right whatsoever to have access to or use the 

following areas of the facility, unless such usage is ensured through the terms of this Agreement: administrative offices, 

production office, and basements.

Lessor Right to Entry: When performing a function of the Lessor, staff and assigns shall have the right to enter any part of 

the Facility premises at any time. Lessor reserves the right to remove an objectionable person from the Facility, and upon 

exercise of this authority, Lessee waives the right to claim any damages against Lessor.

Future Attractions: Lessor reserves the right to distribute to the audience announcements or literature concerning future 

attractions to be held at the Facility, whether or not the attractions are under the auspices of the Lessee.

Announcements: Lessor reserves the right to play a prerecorded announcement prior to any performance which includes 

general venue safety information and restrictions regarding photography, recording, phones, and electronic devices.

Americans with Disabilities Act (ADA): As per the ADA, any request for a sign language interpreter or other reasonable 

accommodation request received by the Lessor for the Lessee’s performance(s) will be forwarded to the Lessee. The Lessor 

will work with Lessee to facilitate the request. Lessee is responsible for cooperating with Lessor on how and where the sign 

language interpreter will be placed. Any expenses related to a sign language interpreter or other reasonable 

accommodation shall be the responsibility of the Lessee.

Lessor has seating available for disabled patrons in the rear of the auditorium. Lessee will not permit equipment to be set 

in or near these designated areas without formal approval of the Lessor. All sound and lighting equipment will be set in an 

area designated by Lessor’s Technical Director. If Lessee needs to block seats for technical purposes, this should be 

discussed with Lessor in advance.

Nondiscrimination: Lessee agrees not to discriminate against any person or persons in connection with admission, 

services, or privileges offered to or enjoyed by the general public because of race, creed, ancestry, sexual orientation, 

sexual preference, disability, color, sex, marital status, age, religion, or national origin.
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Court Costs: Should Lessee be in default under the terms of this Agreement, Lessee shall pay reasonable attorney fees and 

court costs incurred by Lessor in enforcing any of the covenants, rules and regulations of this Agreement.  This Agreement 

shall be construed and regulated under and by the laws of the State of Wisconsin. The venue(s) for any legal action by 

either Lessor or Lessee shall be in Manitowoc County, Wisconsin.

Severability: If any term of this Agreement is to any extent illegal, otherwise invalid, or incapable of being enforced, such 

term shall be excluded to the extent of such invalidity or unenforceability; all other terms hereof shall remain in full force 

and effect; and, to the extent permitted and possible, the invalid or unenforceable term shall be deemed replaced by a 

term that is valid and enforceable and that comes closest to expressing the intention of such invalid or unenforceable term.

 

 

This Agreement contains the entire agreement of the parties and may not be amended or terminated or assigned except in 

writing signed by the parties hereto. Lessee acknowledges having read the provisions herein carefully and further agrees to 

abide by them. Breach by Lessee of the provisions herein shall constitute a material breach of this Agreement and shall 

entitle Lessor to immediately terminate this Agreement and to retain any part of the Deposit. 

 


