SAMPLE Shared Use Kitchen Food Processor Agreement

Welcome to the __________________________________________________________. We are a fully equipped, commercially licensed, shared use kitchen, allowing you to build your business at your own pace lowering the risks associated with a start up venture and minimizing the costs while you get started.  Please read through the packet and begin the following steps to use the kitchen. We look forward to working with you. 

Check List:

1. Fill out the Shared Use Kitchen Agreement. 

2. Provide documentation that your recipe has been approved.
3. Apply for your [insert relevant state agency} Food Processing License.

____ Provide a copy of your license.

____ Provide a copy of the FDA schedule form, if appropriate.


____ Provide a copy of /have access to the Schedule Process Form, if required.
4. Obtain product liability insurance. 

____ Provide a copy of your liability insurance________________.

____ Provide a copy of your Federal ID Number, if appropriate.

5. Complete the Food Safety Certification process. 
____ Provide a copy of your Serve Safe Certificate.

____ Provide a copy of the laboratory analysis, if appropriate.


____ Sign the Confidentiality Agreement.


____ Sign the Co-Packing Agreement, if appropriate.


____ I agree to abide by the Maine Food Code and facility guidelines. 

6. Sign the Shared Use Kitchen Rental and Use Policies Agreement.  

7. Pay required fees. 

8. Participate in the Shared Use Kitchen orientation prior to using the facility. 

9. "Get Cooking!"

Client Information

Date: ___________

Name: (Mr./Mrs./Miss): _____________________________________________________

Address: _________________________________________________________________

City: ______________________ State: ________ Zip: ______________

Phone: ( ) _______________  e-mail: __________________________________________

Name of Your Business: _____________________________________________________

Address: _________________________________________________________________

City: ______________________ State: ________ Zip: ______________

Website: ____________________________  e-mail: _______________________________

Fee Schedule
Set Up Fee:
$50.00 for orientation of the kitchen. 

User Fee:
$35.00 per hour and includes free ½ hour post production cleaning time. 

Per Batch Use Fee:
Walk- In Cooler - $25.00

Rental and Use Policies Agreement 

Rental and Use of Facilities

· Each business using the Shared Use Kitchen facility is a separate business entity. Each business owner is responsible for complying with the town, state and federal regulations governing food related businesses concerning licensing, food safety and sanitation, taxes, employment, etc.

· Since postproduction cleanup is expected, kitchen rental times will include a free half-hour for postproduction cleaning. 

· Scheduled production time is available on a first come, first served basis determined by advance reservation. 

· Advance reservations are required. The Kitchen Manager may accommodate other requests on a discretionary basis. 

· Off-hour production is from [insert available times and days] and is available on an as needed basis as necessary.  

· In the event of equipment failure or other facility issues that compromise production, credit for lost hours may be applied on a discretionary basis. Users MUST report within 24 hours of the occurrence to be eligible for a credit. I understand I will be financially responsible for any damage to the equipment due to any misuse. 

· Cancellations and/or changes must be made seven (7) days in advance by email or in writing, and confirmed by the kitchen manager, to avoid being billed for all scheduled hours. A refund of up to 100% of the original scheduled User fee may be returned for cancellations made 7 days in advance. 

· "No shows" and late cancellations will be billed at 100% of their scheduled production time. 

Payment

· Production payment is expected at the beginning of each rental use or upon prior arrangement. 

· All payments must be made in cash or by check. A $25.00 fee will be charged for returned checks. 

· All production rates and fees are subject to revision. 

· All products claimed to be made in the Shared Use Kitchen facility, must be made in the facility and meet their food processing license and regulations. 

· The client must sign a Kitchen User’s Agreement, pay a $500.00 security deposit and attend a short Rules and Regulations training before using the kitchen.

Insurance 

· Proof of insurance of the business is required. 

· The client must have a minimum of $2,000,000 of commercial liability insurance and have a rider of additional insured for the Shared Use Kitchen facility established before use.

I agree to the above stipulations and requirements and agree with the policies set by the Shared Use Kitchen Facility.

______________________________________________

________________________

Signature of User 






Date 

______________________________________________

Name of Business 
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