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     FACILITY USE AGREEMENT 
This event rental Facilities Use Agreement (“Agreement”) is entered into by and between the District of 
Columbia Public Library (“DCPL”) and DC Developmental Disabilities Council (“Licensee”), 
collectively referred to as the “Parties” to permit the use of space at the Martin Luther King Jr. Memorial 
Library, located at 901 G Street, NW, Washington, DC  20001. 

WHEREAS, DCPL owns certain facilities as described in this Agreement which from time to time 
are available for rent; and  

WHEREAS, Licensee desires to rent those premises described in Section 1, and for the purpose 
described in Section 2; and   

NOW, THEREFORE, in consideration of the payments of rents, fees, and other charges provided for 
herein and the covenants and conditions hereinafter set forth, Licensee and DCPL hereby agree as 
follows: 

1. GRANT

This Agreement confers use privileges only and does not create any tenancy or similar right in the
User. DCPL hereby grants permission to Licensee to use the following space, in the following
manner described below:

Space Description MLK Jr. Memorial Library | New Books Area (accommodation for 
Auditorium), Great Hall, 5th Floor Event Space, and Conference Rooms 
401.A, 401.D, 401.E, and 401.F

Date & Time1 Tuesday, October 31, 2023 | 9:00 AM – 5:00 PM 
Event 2023 Achieving Employment First Summit 
Capacity Allowance Conference Center Rooms: 55 | New Books Area: 200 

5th Floor Event Space: 300 | Great Hall: 700 
Total Facility Use Cost $1,260 

Load-in, set-up and breakdown must be completed and all non-Library personnel must vacate the 
building by the end of the contracted time. DCPL reserves the right to charge penalty fees on events 
that exceed the contracted time as described in Attachment A. 

Access to the loading dock and freight elevator is limited and must be scheduled with the Event 
Services team no later than fourteen (14) days in advance of the event. At that time, the client must 
provide the Event Services team with the dates, times, and names of individuals/vendors that will 
need access to the loading dock, freight elevator, and carts/dollies (if available). Load-in and load-
out are the sole responsibility of the client and their vendors. Library employees are not available to 
help load-in and load-out for events. Public entrances and public elevators may not be used to deliver 
any equipment or other items for events. All staff working events using the service entrance must 
have proper identification (Driver’s License, State ID, etc.) for building access.  

1 See Event Schedule detailed in Attachment A 
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2. USAGE

Achieving Employment First is a conference that will bring together local and national experts in
Employment First to share strategies for breaking down the barriers people face to achieving
substantial, long-term employment as a result of their disabilities. The general plenary sessions will
be held in the New Books Area to accommodate accessibility needs, breakout sessions will happen
in the Conference Center, breakfast will be held at Marianne’s Café before the library opens, and an
awards luncheon provided by DC Central Kitchen will be in the 5th Floor Event Space. No alcohol
will be served.

3. EXCLUSIVE USE

DCPL limits access and use to Event Space, New Books Area (accommodation for Auditorium),
and Conference Center Rooms 401.A, 401.D, 401.E and 401.F for the time period and stated
purpose of the activity as defined and subject to additional limits or conditions on use as provided
in this Agreement.

4. NON-EXCLUSIVE USE

Licensee will have non-exclusive use of the Great Hall, unless otherwise specified in this
Agreement.

5. ROOFTOP TERRACE & GARDEN ACCESS

Non-Exclusive Access to the Rooftop Terrace & Garden (“Rooftop”) has been granted to the Renter.
Renter understands that the access to the Rooftop is not part of the rental fee. If there is an occurrence,
such as inclement weather, or health/safety concerns that prevents or limits the use of the Rooftop,
there will be no refunds or adjustments made to facilities use fees under this Agreement. Renter
understands that members of the public will be allowed on the Rooftop during the time in which the
event occurs.

6. DEPOSIT AND COST OF SERVICES

Licensee agrees to pay DCPL $1,260 in the following manner: The full amount will be journalized
from Licensee’s Agency account to DCPL’s Revenue Account. Please provide your Agency codes
in the attached memo (see Attachment B).  After the event, the client may be invoiced for non-
routine cleanup, damages, and time overages that occurred during the event. Price breakdown is as
follows:

SERVICE AMOUNT QUANTITY PRICE PER 
SERVICE 

5th Floor Event Space Rental Fee 
(D.C. Government At-Cost Rate) 

$1,100 for 6 
hours or less 1 $1,100 

Auditorium (New Books serving as 
Accommodation) Add-On Rental Fee 
(D.C. At-Cost Government Rate) 

$100 1 $100 

Conference Center Rooms 401.A, 401.D. 401.E 
and 401.F (D.C. Government At-Cost Rate)  $40 per room 4 $160 

TOTAL $1,260.00 
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7. AGREEMENT REPRESENTATIVES

DCPL LICENSEE 
Representative: Ayahna Hunter 
Title: Events Program Coordinator 
Address: 901 G St NW, Washington, DC 20001 
Telephone No.: 202-227-0768 
Email Address:  Ayahna.hunter@dc.gov 

Representative: Alison Whyte 
Title: Executive Director 
Address: 441 4th Street NW, Suite 729N, Washington, 
DC 20001 
Telephone No.: 202-340-8563 
Email Address: alison.whyte@dc.gov 

8. ALCOHOL SELECTION

☒ Licensee elects to not have Alcohol served for the entire duration of their permitted facility use.
Licensee understands that having Alcohol on the premises is a breach of the Agreement and can
result in the termination of this Agreement and immediate closing or cancellation of the facilities
use, and forfeiture of the facilities use fee.

☐ Licensee elects to have Alcohol served during their permitted facility use. Licensee understands
that the Alcohol can only be served and provided by Occasions Catering. Licensee understands that
having Alcohol on the premises that is not provided and or served by Occasions is a breach of the
Agreement and can result in the termination of this Agreement and immediate closing or
cancellation of the facilities use, and possible forfeiture of the facilities use fee.

9. CATERING SELECTION

☐ Licensee elects to not have any food or beverages on the premises for the entire duration of their
permitted facility use.

☐ Licensee elects to provide their own prepackaged snacks and beverages, the value of which cannot
exceed $250 on the premises for the entire duration of their permitted facility use.  Note this
selection is may not be available for large parties. 

☒ Licensee elects to have food and beverages supplied by DCPL’s exclusive Caterer, DC Central
Kitchen, on the premises for the entire duration of their permitted facility use. Licensee will enter
into a separate agreement with Occasions for catering services.

☐ Licensee has received approval as detailed in Attachment D, to have food and beverage supplied
by the caterer detailed in Attachment D. The Outside Caterer will remain on the premises for the
entire duration of their permitted facility use. Licensee will enter into a separate agreement with
the Outside Caterer for catering services.

10. ALCOHOL / TOBACCO / DRUG USE

All alcohol must be purchased through DCPL’s exclusive caterer, unless a waiver for catering has
been granted. The sale of drink tickets, the exchange of tickets for alcohol, self-service bars, and self-
service alcohol at guest tables are all strictly prohibited. Alcohol is not allowed in non-event areas of
DCPL at any time. Alcohol service must end thirty (30) minutes prior to the end of the event indicated
on the contract. Water and food must be provided at events where alcohol is served.
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Library policy and D.C. Official Code §7- 1703.04(a) prohibits individuals from using tobacco at any 
time on DCPL’s premises. This includes cigarettes, cigars, chewing tobacco, snuff, pipes, electronic 
smoking devices and any non-FDA approved nicotine delivery devices. DCPL’s premises include 
the inside of the building, parking lot and external grounds. 

DCPL is a drug-free zone in accordance with DC ST § 48-904.07a. Anyone possessing drugs with 
the intent to distribute within 1000 feet from DCPL are subject to punishment and/or fines in 
accordance with DC law.  

11. CANCELLATION BY LICENSEE

All requests to cancel or reschedule must be made in writing to Events Services. The date of the
cancellation request shall be the date the Events Services team receives written notification of the
request. DCPL will work with clients to the best of its ability to reschedule events up until 90 days
before the date of the event, if possible. Due to the ongoing COVID-19 pandemic, the initial 50%
deposit fee due at the signing of this Agreement, will be refundable for cancellations made prior to
30 days before the event.

12. CANCELLATION BY DCPL

DCPL reserves the right to cancel or amend a reservation if necessary due to a cause that is not the
fault of DCPL (i.e., inclement weather, furlough, states of emergency and/or “acts of God”). The
client may reschedule an event by negotiating with DCPL for a mutually agreeable time, with
preference given to DCPL. If the event cannot be rescheduled, the client will receive a full refund of
any payments made to date. DCPL may also cancel a reservation for changes in applicable law or
policy affecting the services described herein. Cancellation by DCPL shall be in writing delivered by
electronic mail, or certified mail to the Licensee.

13. ADHERENCE TO COVID-19 RULES, REGULATIONS, AND GUIDELINES

Licensee agrees to follow all rules, regulations, and guidelines set by DCPL and the District of
Columbia as detailed in https://coronavirus.dc.gov and as provided prior to your program by the
DCPL. The Licensee understands that due to the nature of the COVID-19 pandemic, health guidelines
are updated on an ongoing basis.

The Licensee is required to comply with Mayor’s Order 2021-099, COVID-19 Vaccination
Certification Requirement for District Government Employees, Contractors, Interns, and Grantees,
dated August 10, 2021, and all substantially similar vaccine requirements including any
modifications to this Order, unless and until they are rescinded or superseded. At the request of the
District government, Contractors may be asked to provide certification of compliance with this
requirement and/or documents and records in support of this certification.

The Licensee is required to comply with City Administrator’s Order 2021-4, Resumption of
Requirement for All Persons to Wear a Mask Inside District Government Buildings and While on
Duty as a District Government Employee or Contractor, dated July 30, 2021, and all substantially
similar mask requirements including any modifications to this Order, unless and until they are
rescinded or superseded. Licensee understands that proof of vaccination of attendees and
identification checks may be required.
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14. CERTIFICATIONS RELATED TO THE COVID-19 EMERGENCY

The Licensee certifies that it will comply with both Mayor's Order 2021-099 and City Administrator's
Order 2021-04, and any applicable vaccine requirements issued by the District of Columbia
government, federal government and DCPL.

15. FUNDRAISING

Donations may be directly or indirectly requested for any charitable purpose including philanthropic,
social service, patriotic, welfare, benevolent, or educational so long as Licensee is in compliance with
DC Code § 44-1701. Licensee must have current registrations for this activity, including the District’s
basic business license and valid certificate of registration authorizing charitable solicitations.
Gambling of any kind is not permitted, including any gaming, bingo, casinos, raffles, auctions, or
wagering of any kind as an element of an event.

16. RECORDING AND PHOTOGRAPHY:

Photography and/or filming is allowed on the premises during the time period and in the areas of
the building booked by clients for their private event. Clients must provide details about the
individuals/groups participating in the photography or filming, a timeline and a list of specific
locations for the photography and/or filming. Detailed requests must be submitted to Event Services
at least seven (7) calendar days before the event. The DC Public Library reserves the right to
approve or deny any photography and/or filming requests that fall outside of the rental time period
or area of the building. Any pre-event walk-through for photographers and videographers must be
scheduled in advance with Events.

17. NON-ENDORSEMENT

Renting space at DCPL in no way constitutes an endorsement of a particular group or its policies,
beliefs, or programs by the DC Public Library, Board of Library Trustees, or the District of
Columbia Government. DCPL, Board of Library Trustees, or the District of Columbia Government
shall not be listed as an event sponsor on any printed or electronic publications, advertisements,
announcements, or tickets unless specific approval has been granted by Events staff. Use of
DCPL’s logo is not permitted unless a member of the Events team grants written approval.

18. PROMOTIONAL DISPLAYS ON PREMISES

Licensee agrees to adhere to the rules and agrees that promotional or advertising materials may not
be posted, distributed or displayed on the premises of DCPL without the prior written consent of
Event Services. Placement of any such materials must be determined by Event Services. Any
permitted promotional or advertising materials MUST be removed at conclusion of event. Signage
displays or other materials must not impede pedestrian or vehicular traffic or lead to visual clutter.
Emergency exits may not be blocked.

19. PROHIBITED ITEMS AND MATERIALS

Weapons of any kind. Helium balloons and machines producing bubbles, smoke or fog, glitter, bird
seed, rice, beans, confetti and similar materials. Staples, tape, tacks, nails, or any material that
attaches or adheres to Library furniture, fixtures, structures, walls, ceilings or floors. Anything that
might stain or damage the floors. Low-adhesive tape to mark the floor may be approved by Event
Services. Water features, ice sculptures, or similar. Open flames, including but not limited to, real
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flame candles and sparklers. Chafing dish fuel is allowed only when handled by the caterer. Animals, 
without prior written approval. Service animals under the ADA are allowed. 

20. SECURITY

It is expressly agreed and understood that DCPL’s Department of Public Safety is responsible for
providing security for the event. Licensee agrees that DCPL’s Department of Public Safety, in its
sole discretion, will determine the extent of security to be provided for the event.

21. FORCE MAJEURE

DCPL shall not be liable for failure to perform if such failure is caused by or is because of acts or
regulations of public authorities, labor disputes, civil tumult, strike, epidemic, weather or any other
cause beyond the control of the DCPL.

22. ASSIGNMENT

Licensee shall not assign or transfer this Facilities Use Agreement or any portion thereof.

23. ANTI-DEFICIENCY LIMITATION: AUTHORITY

Though no financial obligations on the part of the District are anticipated, Licensee acknowledges
that the District is not authorized to make any obligations in advance or in the absence of lawfully
available appropriations and that the District’s authority to make such obligations is and shall remain
subject to the provisions of (i) the federal Anti-Deficiency Act, 31 U.S.C. §§1341, 1342, 1349, 1350,
1351; (ii) D.C. Official Code section 47-105; (iii) the District of Columbia Anti-Deficiency Act, D.C.
Official Code §§47-355.01 – 355.08, as the foregoing statutes maybe amended from time to time;
and (iv) §446 of the District of Columbia Home Rule Act.

24. NOTICE OF NON-DISCRIMINATION

In accordance with District and federal laws, the DCPL does not discrimination on the basis of actual
or perceived race, color, disability, religion, national origin, sex, age, marital status, personal
appearance, sexual orientation, gender identity or expression, family status, family responsibilities,
matriculation, political affiliation, genetic information, disability, source of income, status as a victim
of an interfamily offense, or place of residence.  Harassment based on any of the above protected
categories is prohibited by law.

25. SEVERABILITY

This Agreement shall be deemed severable and any provision of this Agreement that violates any
statute, rule, regulation of the District of Columbia or the United States or is otherwise invalid or
unenforceable shall be deemed to be severed and shall not affect the enforceability of any other
provision thereof.

26. RELATIONSHIP OF THE PARTIES

For the purposes of this Agreement and other related agreements signed by the parties, neither party
is the agent of the other nor has the right or authority to bind the other party through its actions or
any other agreements or communications. This Agreement does not constitute a partnership between
the Parties.
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27. ENTIRE AGREEMENT/AMENDMENT

This Agreement contains the entire agreement among the parties.  The parties to this agreement agree
that they shall have the opportunity to review and comment on all proposed addendums that shall
become part of this agreement herein.  Any addendums and modifications to this Agreement, to be
effective, must be in writing and signed by the parties hereto.  The parties of this agreement also
agree that the contracting between the parties with another outside vendor/party does not obligate
and/or bind any other party of this Agreement to the contract of the other.

28. AUTHORIZATION AND ACCEPTANCE

By signing below, the Parties agree to all terms and conditions of this Agreement.

DISTRICT OF COLUMBIA PUBLIC LIBRARY

By: ________________________________________ Date: _______________ 
Barbara Jumper 
Chief Business Officer 

By: ________________________________________ Date: _______________ 
Richard Reyes-Gavilan 
Executive Director 
(Signature is only required for Events where Alcohol is served.) 

LICENSEE 

By: ________________________________________ Date: _______________ 
Alison Whyte 
Executive Director 

Oct 24, 2023

Barbara Jumper (Oct 26, 2023 13:34 EDT)
Oct 26, 2023

https://na3.documents.adobe.com/verifier?tx=CBJCHBCAABAAxLR6nygt0c8JSCtWVmC5Eb2NvEEVmPNI
https://na3.documents.adobe.com/verifier?tx=CBJCHBCAABAAxLR6nygt0c8JSCtWVmC5Eb2NvEEVmPNI
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ATTACHMENT A 
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Event Schedule 
Achieving Employment First Summit 

October 31, 2023 
Conference Center Rooms 401.A, 401.D, 401.E, and 401.F,  

New Books Area (accommodation for Auditorium), 5th Floor Event Space and Great Hall 
MLK Jr. Memorial Library 

 
Vendors  
Anticipated vendors at time of contract. Final vendor details and load-in & arrival schedule is due to DCPL no later than 
14 days before the event.  

CATEGORY COMPANY POINT OF CONTACT 

Loading 
Dock 

Access 
Needed? 

NOTES 

Caterer DC Central Kitchen Shay McCray No  
     

 
Run of Show  
At time of contract, load-in times are tentative. DCPL will work with Occasions and Licensee to confirm final load-in times, 
based on the loading dock schedule for the event date, no later than 14 days before the event.  

Date Time Activity Location 
Tuesday, October 31, 2023 8:00 AM Set-Up New Books Area, Great Hall, 5th 

Floor Event Space 
Tuesday, October 31, 2023 8:30 AM Attendee Arrival MLK Front Entrance 
Tuesday, October 31, 2023 9:00 AM Resource Fair Great Hall 
Tuesday, October 31, 2023 9:00 AM – 

9:30 AM 
Networking Breakfast Marianne’s Cafe 

Tuesday, October 31, 2023 9:30 AM – 
10:30 AM 

Opening Remarks New Books Area  

Tuesday, October 31, 2023 10:30 AM – 
10:50 AM  

Location Transition   

Tuesday, October 31, 2023 10:50 AM – 
11:45 AM 

Breakout Sessions Conference Center Rooms 401.A, 
401.D, 401.E, 401.F 

Tuesday, October 31, 2023 11:45 AM – 
12:00 PM 

Location Transition  

Tuesday, October 31, 2023 12:00 PM – 
1:30 PM 

Awards Luncheon 5th Floor Event Space 

Tuesday, October 31, 2023 1:30 PM – 
1:45 PM 

Location Transition  

Tuesday, October 31, 2023 1:45 PM  Event Space Breakdown 5th Floor Event Space  
Tuesday, October 31, 2023 1:45 PM – 

2:40 PM 
Breakout Sessions Conference Center Rooms 401.A, 

401.D, 401.E, 401.F 
Tuesday, October 31, 2023 2:40 PM– 

3:00 PM 
Location Transition  

Tuesday, October 31, 2023 3:00 PM – 
4:00 PM 

Afternoon Plenary New Books Area  

Tuesday, October 31, 2023 3:30 PM Conference Room 
Breakdown 

Conference Center Rooms 401.A, 
401.D, 401.E, and 401.F 
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Tuesday, October 31, 2023 4:30 PM  Breakdown New Books Area, Great Hall 
Tuesday, October 31, 2023 6:30 PM Breakdown and Load-Out 

Complete 
Loading Dock 
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ATTACHMENT B 
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*** Memo should be written on Licensee Agency’s Letterhead ***  

MEMORANDUM  
TO:    Cherylle Pacana  

Agency Fiscal Officer  
DC Public Library   

FROM:  Name of Licensee Agency AFO Agency 
Fiscal Officer  

    Agency  

DATE:     

SUBJECT:  Agency Transfer Account Information for DC Public Library Events Rental Costs  
  

 
  
Space Description:       _________________________  
Date & Time:        ___________________________  

Event:          ___________________________  

Capacity Allowance:      ___________________________  

Total Facility Use Cost:    ___________________________  
 (above information pulled directly off of contract)  
  

Licensee Agency Account Information:  
Buyer Agency Code:      ____________________________  
Buyer Program                            ____________________________  

Buyer Cost Center      ____________________________  

Buyer Fund       

Buyer Project Number     

  ____________________________  

    Assigned to Seller:      ____________________________  

Project Name:        ____________________________  

Project #        ____________________________  

Award #         ____________________________  

Task #         ____________________________  

Account#        ____________________________  

Cost Center#       ____________________________  
Funding Amount Agreed Upon    ____________________________  

  
This memo allows the DC Public Library to charge the above project from the codes provided. D.C. 

Government Purchase Cards (“PCards”) are NOT an acceptable form of payment.  
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MEMORANDUM 

TO:  Cherylle Pacana 
Agency Fiscal Officer 
DC Public Library 

FROM: Anthony Young 
Agency Fiscal Officer 
Office of Disability Rights/Developmental Disabili�es Council 

DATE: 10/27/23 

SUBJECT: Agency Transfer Account Informa�on for DC Public Library Events Rental Costs 

Space Descrip�on: New Books, Great Hall, 4th Floor Conference Center, and 5th Floor Event Space 

Date & Time: Tuesday, October 31, 2023, 9am – 5pm 

Event: 2023 Employment First Summit 

Capacity Allowance: Conference Center: 55, New Books: 200, 5th Floor Event Space: 300, Great Hall: 700 

Total Facility Use Cost: $1,260 

(above information pulled directly off of contract) 

Licensee Agency Account Informa�on: 

Buyer Agency Code: JR0 

Buyer Program:  100158 

Buyer Cost Center: 70371 

Buyer Fund:  

Buyer Project Number 

    Assigned to Seller: 

Project Name:   

Project #: 

Award #: 

Task #:  

Account #: 

Cost Center #:  

4020002 

401610 

JR0 – DCPL Facility Usage 

401610 

2000821 

10.02 

7132001 

70371 

Funding Amount Agreed Upon: $1,260 

This memo allows the DC Public Library to charge the above project from the codes provided. D.C. 
Government Purchase Cards (“PCards”) are NOT an acceptable form of payment. 


