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Kitchen USAGE AGREEMENT


The Greater Pittsburgh Masonic Center (GPMC) and the Masonic Fund Society (MFS) have established the following rules and regulations for the safety and protection of our members, guests, and facilities. Adherence to the below requirements is the responsibility of all kitchen users and/or catering companies providing any food service at the facility. Violations of these terms may result in the suspension of usage, additional costs, and/or the loss of any security deposit being held. 

REQUIREMENTS: 
Current copies of the following are required to be on file in the MFS office:
1. Certification from the Allegheny County Board of Health (ACHD) for the current year.
2. Proof of Insurance. A Certificate of Insurance (COI) listing the Masonic Fund Society as an additional insured is required annually for each line of coverage to include
· Liability (of least $1,000.000)
· Workers Compensation per PA State Guidelines
· Business Auto if applicable
*Caterers or leaseholders providing alcoholic beverages and/or alcoholic beverage service must also provide a liquor liability Insurance certificate and RAMP certifications for their bartenders.
3. Caterers and/or users of the kitchen facilities, for non-leaseholder events, are required to provide a six hundred dollar ($600.00) refundable security deposit with the Masonic Fund Society at least three days prior to the event. Refunds of the security deposit will be made to the Caterer/User on or before thirty (30) days after the event, minus any amount retained for damage caused and/or clean up not performed.

RULES and regulations:
All Caterers/Kitchen Users are responsible for the following: 
1. Using and leaving the kitchen in compliance with established ACHD standards 
2. Scraping, and racking all dirty dishes, glassware, utensils, etc., for the dishwasher/s 
3. Assisting the dishwasher with sorting and returning clean dishes to the proper storage areas
4. Drying, sorting and returning clean glassware and flatware to the proper storage areas
5. Washing all pots and pans as needed and returning them to the storage area
6. Properly cleaning and sanitizing all tables in the banquet area and outside patio area 
7. Ensuring all water pitchers and coffee carafes are cleaned and/or soaked as needed
8. Removing all debris from the banquet hall
9. Cleaned and sanitizing the bar/s if used and/or staffed by the Caterer/User 
10. Unplugging any unneeded appliances 
11. Cleaning and sanitizing all surfaces, equipment and sinks 
12. Properly sweeping and then mopping the kitchen floor, including the dishwashing area. Equipment and chemicals will be provided by the MFS.
13. Removing all garbage, recycling, and trash to the yellow bin in the loading dock. All garbage cans used for the event must have fresh liners replaced prior to checkout/departure. All boxes must also be broken down and removed to the dumpster.
14. Prior to the departure of the Caterer/User must fill out a post-event checklist and have an authorized MFS employee inspect the banquet and kitchen areas. This form must be signed by both the Caterer/User and the MFS employee on duty.
Additional Notes: 
· Only MFS employees are authorized to operate the dishwasher
· Caterer/User are permitted the use of the GPMC china with advance notice so a dishwasher can be arranged 
· Any questions concerning the number of items available or the availability of a particular type of kitchen equipment should be directed to the MFS office in advance
· At the conclusion of the event an authorized MFS employee or representative will account for all equipment that the Caterer/User requested and/or was used. The Caterer/User is responsible for all broken, missing or unaccounted for properties. 
· No food from the event is to be left in the kitchen, refrigerators, or freezer. Under no circumstances will any MFS facilities be used for the storage of food or drink after an event, unless granted in advance by the MFS. Food or other products left in the refrigerator/freezer more than 24 hours after the event will be disposed of and the Caterer/User will be charged the labor costs for the removal. 
· If alcoholic beverages are served, they must be brought in no earlier than the day of the event and removed immediately after the event. NO EXCEPTIONS.
· A $3.50/per plate Kitchen Use Fee based on the final guest count will be charged to the Caterer/User for dinner events. This number will be determined 2-weeks out from the event and does not reflect last minute reductions or “no shows”. Luncheon or picnic events are charged 15% of the final bill.  This charge only applies to outside rentals and not leaseholder events. Checks should be made payable to the "Masonic Fund Society" and delivered to the MFS office at the GPMC no later than five business days after the event. The Caterer/User will be charged and invoiced for the oil used in the deep fryer at current oil prices, unless provided by the Caterer/User

We/I have read and understand all rules, regulations, and procedures detailed above and acknowledge receipt of this notice. We/I understand that violations of these terms may result in the suspension of our/my usage, additional costs, and/or the loss of any security deposit being held.

Read and accepted by:  ________________________________  on   ____/____/________ 
Representing: Lodge or Caterer:  _______________________________________________
Received by: Maureen Burch, MFS Office and Events Manager on:    ____/____/________
All paperwork on file       YES/NO 		             Expiration Date/s:  ____/____/________

Current Serve Safe Certificate Holders for my Organization:

Name____________________________________   Expiration Date: ____/____/________

Name____________________________________   Expiration Date: ____/____/________

Name____________________________________   Expiration Date: ____/____/________

Name_____________________________________  Expiration Date: ____/____/________

All questions concerning kitchen and banquet facilities and equipment should be directed to the MFS Office at (412) 931- 1996 or mfsoffice@comcast.net between the hours of 8:00 AM and 5:00 PM, Monday through Friday
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