






John J. Cosgrove Center
Rental Application

Date Requested: ______________________ Intended Purpose__________________________________________
Time to Enter: _______________ Time to Leave: __________________# of People:_______________________
Name of Organization: ______________________________________________________________________________
Address of Organization: ____________________________________________________________________________
Individual Making the Reservation: ________________________________________________________________
Responsible Party: ___________________________________________________________________________________
Phone #: _______________________________________Email: _______________________________________________
Fees:
· There is a $25.00 non-refundable deposit that will be deducted from your total rental fee in order to reserve the date your event is scheduled.
· For-Profit Organizations and Individuals Holding Private Events:
$300 for the first 4 hours including set up and break down. Additional hours may be 
Reserved for $50.00 per hour.
· Non-Profit Organizations will be charged a $50 rental fee for up to 2 hours, including set-up and break down. Additional hours may be reserved for $35 per hour.
	Please provide Non-Profit TAX ID#___________________________
All potential reservations must be made by completing the application and mailing to: 
Pittston Memorial Library 
ATTN: Mary Kroptavich
71 South Main Street
Pittston, PA 18640
Or email to mkroptavich@pittstoncity.gov
Number of Chairs Needed: ________________________ Number of Tables Needed: __________________________
(10) 6-ft. Rectangle Tables, Seats Approx. 6 – 8 People
(8) 8-ft. Rectangle Tables, Seats Approx. 8 – 10 People
(10) 6-ft. Diameter Round Tables,	Seats Approx. 8 – 10 People
(11) 30-inch Diameter Round Hi-Top Tables (42-in. High)
(80) Cushioned Chairs

Table linens, dishes, and cutlery are not provided. Screen and projector are available, please bring your own devices and cords to connect.



Insurance Requirements Applicable to Specific Uses of Facility
I.  When Hiring a Caterer for your event:
Your caterer must provide a certificate of insurance at least two weeks prior to the event, coverage as follows:
1. Worker’s Compensation and Employer’s Liability Insurance with limits of at least $100,000 each accident, $100,000 each employee for injury by disease, $500,000 aggregate injury by Disease.
II.  When Caterer is serving liquor the following additional items must be provided:
1. Certificate of insurance must evidence liquor liability in amounts no less than $1,000,000 each occurrence/$2,000,000 aggregate.
1. A copy of caterer’s liquor license.
III.  When Individuals rent the facility where liquor will be served:
1. Proof of tenants’ or homeowners’ liability coverage with limits not less than $300,000 shall be provided.  Either a certificate of insurance or a copy of current policy is acceptable
IV.  When a for-profit or non-profit organization is using the facility, and organization itself will be serving alcohol, or its employees or members will be consuming their own alcohol:
1. The City of Pittston may, at its discretion, require the user to provide proof of adequate commercial general liability insurance, and add the City of Pittston, the Pittston Memorial Library and all their officers, employees, and trustees as additional insureds.  Additional insured coverage shall be provided on a primary and non-contributory basis for both operations and completed operations.
V. When a for-profit or non-profit organization is using facility without alcohol:
1. The City of Pittston may, at its discretion, require the user to provide proof of adequate commercial general liability insurance, and add the City of Pittston, the Pittston Memorial Library and all their officers, employees, and trustees as additional insureds on a primary and non-contributory basis, with the address of library displayed on certificate of insurance.

Indemnification/Hold Harmless by Use:
To the maximum extent permitted by law, User agrees to defend, indemnify, hold harmless,
release, and forever discharge the Pittston Memorial Library and the City of Pittston from and against all the following:

By signing this application, you and your organization agree that the John P. Cosgrove Center/Meeting Room will be used in conformity with the enclosed John P. Cosgrove Center/Meeting Room Policy.  Your organization agrees to indemnify and hold harmless the City of Pittston, the Pittston Memorial Library and all their Officers, Employees, and Trustees from any and all claims, suits, actions, and causes of actions for accidents, illness, injuries to or death of person, workers’ compensation claims, of loss or damage to property of any kind, economic and non-economic damages, insurance deductible and reasonable attorneys’ fees and litigation expenses, court costs that may directly or indirectly arise from or relate to any matter covered by Cosgrove Center and its contents and to see that the groups have appropriate adult supervision.  

Applicant Signature:_____________________________________________ Date of Application______________





Total Amount of Fees:___________________________ 
Please make check payable to the Pittston Memorial Library

Contact Information: Mary Kroptavich
Phone: 570-299-7543
Email: mkroptavich@pittstoncity.gov
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