
Rental Procedures 
 

THE KENDRA ALEXANDER FOUNDATION 
518 VALENCIA – Eric Quezada Center for Culture & Politics  

San Francisco CA 94110 * 415 863-9977 
e-mail: info@518valencia.org 

 
To rent the 518 Valencia space, please follow these steps: 
 

1. Contact 518 Venue Coordinator, to rent the space: 
Phone: 415-863-9977, Email: info@518valencia.org 

 
2. Provide the Venue Coordinator with: 

 
a. The name and phone number of the person who will serve as the contact 

person between your organization and the Kendra Alexander Foundation 
b. Date and time of your proposed event including setup & cleanup 
c. Estimated attendance 
d. A brief description of your event (2-3 lines) – for example: is it a fundraiser? 

plan to utilize the kitchen or childcare rooms? private, or open to the public? 
e. Equipment/technical/special space needs (if any) 

 
3. Make an appointment with the Venue Coordinator to pay your security deposit and 

rental fee, sign your rental agreement, and orient yourself to our building procedures.  
A $100 security deposit is required for all rentals. 

 
4. Your space will not be guaranteed until your payment is made. 

 
5. If appropriate and desired, send the Venue Coordinator any digital outreach 

materials (text, flyers, images, links, etc.) at least 2 weeks in advance of the event - 
to be promoted on the 518 Valencia website, listserv and social media networks.   

 
6. Notify Venue Coordinator at least 7 days in advance of the event date if the event is 

to be changed or canceled.  There will be a charge of 25% of the rental fee for late 
cancellation. 

 
7. Within 7 days after the event, the Venue Coordinator will contact you to follow up 

with deposit return (if applicable), and to conduct a brief (15-30 minute) evaluation 
over the phone, in an effort to keep our venue and rental procedures the most up-to-
date and accessible. 

Fees: 

Type of event/rental 
Charge per 
hour 

Minimum 
hours 

Minimum 
rate per 
event 

Meeting (incl. setup & cleanup) $25 3 $75  
Educational Event (inc. setup & cleanup) $30 3 $90  
Fundraiser (inc. setup & cleanup) $40 5 $200  
Weekday Daytime Program (before 5pm) $20 3 $60  
Full weekday training/workshop/retreat full day $150  



    
 
*Rental fees include: 

 Usage of the main room, kitchen area, bathrooms and office/childcare room, if 
needed. Please inform the Venue Coordinator which rooms you plan to utilize when 
submitting your request. 

 Usage of venue’s tables & chairs, and other on-site furniture – upon pre-approval of 
518 staff. 

Garbage, recycling and composting services – see ON-SITE PROCEDURES below for more 
details 
*Sound and projection equipment: 

 A basic system for use in doing powerpoint presentations and showing of videos is 
available for an additional $40 per event – includes 1 mic, projector and sound 
system. 

 More elaborate sound equipment is available for an additional fee depending on your 
needs. 

*These are subsidized, below market, community rates in order to foster progressive social 
justice work. Non-commercial building tenant rentals are discounted 50%. 
 
*Due to concerns over the Foundation’s tax-exempt status, we cannot subsidize electoral 
campaigns for specific individuals or legislative propositions. Higher rental rates will apply for 
events of this nature. Please contact the Venue Coordinator for more details.  
 
* Deposit will only be returned if the following procedures are followed and the building is 
returned to the same condition as it was found. 
 
Please write checks (rental and deposit) payable to the Kendra Alexander Foundation. 
Please mail to Kendra Alexander Foundation 522 Valencia St, SF 94110 
 
ON-SITE PROCEDURES 
 
518 Staff will be on site at least one hour prior to the start time of the event, and will stay 
through the duration of the event until closing procedures are complete, unless pre-
arranged otherwise.  If 518 Staff is to be off-site for any reason during the event, they will 
remain available and responsive, and a direct contact phone number will be provided. 
 
SETUP: 
 

a) The venue will be open for you at the agreed time by 518 Staff.  The front door 
should remain unlocked at all times during the event. 

b) You are responsible for setting up tables, chairs and any other furniture you will 
be utilizing. 

c) 518 Staff will set up venue-owned equipment, if necessary. And will be on-site for 
technical assistance. 

 
GARBAGE/RECYCLE/COMPOST: 
 
Garbage, recycle and compost bins will be empty and lined prior to the event.  Please 
make sure all trash, recycle and compost is placed in the cans during the event and that 
bags are consolidated and placed in the large receptacles located in the back of the 
venue.  Clean bags are available in the storage closet near the bathrooms, and are 
available for use during the event.  Before you leave, please empty all bins. 



 
CLEANUP/CHECK-OUT: 
 

a) Venue should be left as it was found. 
 MAIN ROOM: return chairs and tables to the way you found them, 

remove posters/tape from the walls, and sweep/mop floors, as 
appropriate 

 KITCHEN AREA: clean up counter space and sink, remove food or drinks 
from refrigerator, empty trash/recycle/compost bins and sweep or mop 
floors, as appropriate. 

 GARBAGE/RECYCLE/COMPOST: please empty all bins to the large 
receptacles located in the back of the building. 

b) Before leaving, check out with the on-site staff person. 
c) The Venue Coordinator will follow up with you, within 7 days after the event, to 

return deposit (if applicable) and conduct a short evaluation over the phone. 
 

 

 


