
Mayor and Council
103rd Special Session and Work Session

October 18, 2016
Agenda

"A diverse, business-friendly, and sustainable community with clean, safe and strong neighborhoods."
"Providing the most efficient and highest-quality services as the municipal location of choice for all

customers."

"I'm a success today because I had a friend who believed in me and I didn't have the heartto let
him down."

Abraham Lincoln

4:00 PM SPECIAL SESSION

1. Approval of a Resolution: Memorandum of Understanding with Howard County, Maryland
to Participate in the Regional Automated Enforcement Center

2. Approval of a Resolution: Agreement with American Traffic Solutions, Inc. (ATS) for Red
Light Camera System and Services

3. Approval of a Resolution: First Addendum to the Agreement with American Traffic
Solutions, Inc. (ATS) for Red Light Camera Enforcement - Delinquent Collection Services

4:00 PM WORK SESSION

1. Preliminary Agenda Review
4:25 PM 2. 2016 Hagerstown Ice and Sports Complex Annual Report - Rodney Tissue, City Engineer;

Paul Sweeney, Chairman of Hagerstown Ice Amateur Athletic Association, Inc. (HIAAA)
4:40 PM 3. Recreation Update - Rodney Tissue, City Engineer; Amy Riley, Recreation Promotion and

Services Coordinator
4:55 PM 4. Catalytic Project #5: Linking Trail from AE District to City Park - Hagerstown Cultural

Trail: Project Update - Rodney Tissue, City Engineer
5:10 PM 5. Proposed Policy Change to Sidewalk Display Standards - Kathleen Maher, Director of

Planning and Code Administration; Amanda Whitmore, Downtown Coordinator
5:25 PM 6. 60 West Washington Street: BuroBox Membership Agreements - Amanda Whitmore,

Downtown Coordinator
5:35 PM 7. Washington County Coalition Update - Mayor David S. Gysberts

(no packet material)

CITY ADMINISTRATOR'S COMMENTS

MAYOR AND COUNCIL COMMENTS

ADJOURN



REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Approval of a Resolution: Memorandum of Understanding with Howard County, Maryland to
Participate in the Regional Automated Enforcement Center

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description
Motion_-_RAEC.pdf Motion























REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Approval of a Resolution: Agreement with American Traffic Solutions, Inc. (ATS) for Red Light
Camera System and Services

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description
Motion_-_ATS.pdf Motion















REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Approval of a Resolution: First Addendum to the Agreement with American Traffic Solutions, Inc.
(ATS) for Red Light Camera Enforcement - Delinquent Collection Services

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description
Motion_-_ATS_Addendum.pdf Motion















REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Preliminary Agenda Review

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:



REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
2016 Hagerstown Ice and Sports Complex Annual Report - Rodney Tissue, City Engineer; Paul
Sweeney, Chairman of Hagerstown Ice Amateur Athletic Association, Inc. (HIAAA)

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description

2016_Hagerstown_Ice_Rink.pdf
2016 Hagerstown Ice &
Sports Complex Annual
Report















REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Recreation Update - Rodney Tissue, City Engineer; Amy Riley, Recreation Promotion and
Services Coordinator

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description
Recreation_Update.pdf Recreation Update















REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Catalytic Project #5: Linking Trail from AE District to City Park - Hagerstown Cultural Trail: Project
Update - Rodney Tissue, City Engineer

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description

trail_update.2016.pt_1_of_2.pdf
Hagerstown Cultural Trail -
Catalytic Project #5: Project
Update

trail_update.2016.pt_2_of_2.pdf
Hagerstown Cultural Trail -
Catalytic Project #5: Project
Update









































































REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Proposed Policy Change to Sidewalk Display Standards - Kathleen Maher, Director of Planning
and Code Administration; Amanda Whitmore, Downtown Coordinator

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description

Sidewalk_Display_Standards.pdf Sidewalk Displays
Standards



 
  CITY OF HAGERSTOWN, MARYLAND              

  Department of Community & Economic Development 
 
 

______________________________________________________________________________ 
14 N. Potomac Street, Suite 200A  

Hagerstown, MD 21740 

 
 
TO: Valerie Means, City Administrator 
 
FROM: Kathleen A. Maher, Director of Planning & Code Administration 
 Amanda Whitmore, Downtown Coordinator 
 
DATE: October 13, 2016 
 
SUBJECT: Proposed Policy Change to Sidewalk Display Standards 
 
__________________________________________________________________________________ 
 
Mayor and City Council Action Requested 
 
At the October 18, 2016 Mayor and City Council Work Session, review of staff proposal to address 
changes to the Sidewalk Display Standards and Conditions.  These standards are utilized to guide review 
and approval of Sidewalk Business Licenses issued per Chapter 216, Streets and Sidewalks, of the City 
Code.  
 
Sidewalk Display Challenges 
 
In recent years, the City received periodic complaints that merchants’ sidewalk displays were crowding 
the sidewalks and prohibiting movement along the public-right-of-way as well as blocking sight lines for 
vehicular traffic on adjoining alleys. In response to these complaints, Chapter 216 of the City Code was 
amended to add provisions for sidewalk business licenses for display of merchandise in the City Center 
and the current Sidewalk Display Standards and Conditions were approved on January 27, 2015. The 
merchants that generated these complaints are no longer in business; however, the Sidewalk Display 
Standards and Conditions remain. 
 
City Center has a few businesses that are displaying merchandise, in an orderly manner, but are 
displaying on a near daily basis. This does not comply with the current the Sidewalk Display Standards 
and Conditions and an effort to enforce these standards was met with pushback. Therefore, Staff met to 
review the Sidewalk Display Standards and also consulted with Main Street Hagerstown volunteers for 
their feedback on the current standards to develop the proposed changes that better support business.   
 
Current Sidewalk Display Standards and Conditions 
 
The current standards and conditions states: 

• Displays are for a specified time but business cannot have more than four events in a calendar 
year; 

• Businesses must provide tentative schedule of events to the Engineering Division and must notify 
them prior to the event; 

• Displays must be at least 15 feet from any adjoining street, alley or driveway; 
• Displays are not permitted within two feet on either side of a building entrance, fire hydrant, or 

property line; 



• Display fixtures are not to exceed 100 square feet; and 
• Business must provide certificate of liability insurance name the City as additional insured. 

 
Proposed Changes to Sidewalk Display Standards and Conditions 
 
Staff recommend the attached changes to the Sidewalk Display Standards and Conditions, which are 
summarized as follows: 

• Permit displays year-round while a business is open and eliminate the four event frequency; 
• Eliminate the requirement to provide a schedule of events to the Engineering Division and to 

notify them prior to displaying merchandise; 
• Reduce the requirement displays must be 15 feet from any adjoining street, alley or driveway to 

10 feet from an adjoining alley or driveway; 
• Clarify that five foot width of unobstructed sidewalk space must be maintained between the 

display and any tree, treewell, parking meter, fire hydrant, street light, trash can, or other 
obstacle; 

• Eliminate the requirement displays must be two feet from either side of a building entrance, fire 
hydrant or property line and change requirement to displays shall not obstruct access to building 
entrances, fire hydrants, street lights, telephone poles, mailboxes, or transit stops; 

• Eliminate the 100 square foot requirement but include that displays shall be limited to a single 
row of merchandise against the wall of the business and not be hung from the building or awning;  

• Remove the requirement that businesses have to name the City as additional insured on their 
liability insurance; and 

• Clarifies one portable non-illuminated sign may be displayed on the sidewalk within the vicinity 
of the entry door of the first floor business. 

 
Input from Main Street Hagerstown and Downtown Businesses 
 
Staff took the proposed changes to Main Street Hagerstown and the four businesses that are currently 
displaying merchandise on the sidewalk. Main Street Hagerstown indicated that allowing sidewalk 
displays year-round is beneficial to the downtown businesses.  Staff received feedback from one business 
that the proposed prohibition on hanging merchandise from the awning would be a major problem for his 
business. Additional businesses expressed strongly that displaying every day as they have been is 
paramount for their business and would like to continue displaying merchandise on the sidewalk when 
they are open for business.  The proposed revisions would require one of the businesses to stop displaying 
merchandise in the bump-out by the curb and attaching merchandise to the tree – we have not received 
input from this business to date.  If staff receive additional input from downtown businesses prior to the 
meeting on October 18th, staff will forward the input to the Mayor and City Council. 
 
Next Steps 
 
If the Mayor and City Council review is completed and there is the desire to amend the Standards, the 
item will be placed on the October 25th regular session agenda for approval.   
 
Attachments 
c:   
Jill Frick, Director of Community & Economic Development 
Rodney Tissue, City Engineer 
Paul Fulk, Inspections Manager 
Blaine Mowen, Chief Code Official 
Victor Brito, Police Chief 
Duck’s 
Washington Street Pawnbrokers 
James & Jess’ House of Goods 
Gotten from Grammy’s 
Junkworks Antiques 



  
 

Standards and Conditions 
for 

Sidewalk Business License 
Temporary Use of the Public Right-of-Way 

for Display of Merchandise 
 

PROPOSED REVISIONS, OCTOBER 25, 2016 
 
 

Per Section 216-62 of the Code of the City of Hagerstown, merchandise shall only be displayed 
in public street rights of way in the City Center if a license is granted by the City for a specified 
time.  The City Center is defined as the City Center Mixed-Use (CC-MU) zoning district.  Any 
ongoing and unlicensed merchandise display in public street rights-of-way shall be ordered 
removed by the City or removed at the Operator’s cost. 
 
Display of merchandise on public sidewalks shall ONLY be related to the principal use of the 
abutting storefront property.  Placement for display and sale of merchandise upon any portion of 
the public right-of-way is regulated by these “Standards and Conditions”: 

 
1. Application Process:  Applicant must submit a sidewalk business license application, a 

certificate of liability insurance (naming City as additional insured), and a tentative 
schedule of events to the Engineering Division in City Hall, 1 East Franklin Street and a 
drawing of the planned display area. 
 

2. License Agreement: The license agreement allows for temporary use of the public right-
of-way for the display of merchandise on public sidewalks. This agreement will be 
administratively approved and can be revoked by the City with a five (5) business day 
notice. Appeals can be made to the Mayor and City Council.  License agreements shall 
automatically renew for a one-year term (unless terminated by either party) and are not 
transferable. These agreements shall ONLY be related to the principal use of the abutting 
property. The holder of the license agreement is responsible for removing trash and litter 
from permitted sidewalk business area.  Enforcement of the standards associated with this 
license agreement shall be by Code Administration and the Police Department. 
 

3. Sidewalk clearance:  Sidewalk retail display shall be located in such a manner that 
promotes efficient and direct pedestrian movement.  Operators must maintain sidewalk in 
clean safe condition for pedestrian travel and must immediately clear the sidewalk when 
ordered to do so by the City.  

 
Operator must maintain a minimum five foot width of unobstructed sidewalk space for 
pedestrians at all times between the merchandise display and any tree, treewell, parking 
meter, fire hydrant, street light, trash can or other obstacle.   A waiver of this width 



may be granted by the City if existing permanent obstructions in the sidewalk area do not 
permit a five foot width.  Under no circumstances may this width be less than 3 feet of 
sidewalk.   
 
No display shall obstruct access to building entrances, fire hydrants, street lights, 
telephones, mailboxes, or transit stops and shall be located so it does not impede 
ingress or egress from buildings.  is allowed in front of or two feet on either side of a 
building entrance, fire hydrant, or property line.   Display must be at least 15 10 feet from 
any adjoining street, alley or driveway to provide adequate sight distance 
 

4.  Frequency Hours:   This license is limited to four (4) events in a calendar year and each 
event can be no longer than three (3) consecutive business days.  Display is only 
permitted while business is open, and never between 10:00PM and 7:00AM.  Operator 
shall notify the Engineering Division prior to the events. 

 
5.         Display:  Merchandise and display fixtures are not to exceed 100 square feet for all      

outdoor displays.  Display may be up to five feet high.  Display on the sidewalk shall be 
limited to a single row of merchandise against the wall of the business and shall not be 
hung from the building or awning.  No permanent anchoring into sidewalk. Display 
shall not be anchored or affixed to a tree, post, sign, parking meter, or other structure.   

 
6. Insurance:  By applying for a sidewalk business license, any person owning or operating 

such use agrees to indemnify, defend, save and hold harmless the City of Hagerstown, its 
officers, agents, and employees, from any and all claims, liability, lawsuits, damages, and 
causes of action which may arise out of the operation of the sidewalk business.  The 
Owner/Operator shall keep in full force and effect at its own expense, insurance as 
required by the City of Hagerstown.  Failure to do so will automatically terminate this 
license. 

 
7. Other Conditions:   

• The City may require the temporary removal of sidewalk retail items by the 
Owner/Operator when street, sidewalk, or utility repairs necessitate such action or 
in case of an emergency.  The licensee agrees that they will not be entitled to any 
reimbursement for lost sales revenue nor is the City responsible for any costs 
associated with the removal of the merchandise from the sidewalk.  

• The sidewalk retail display shall be maintained in a neat and orderly appearance 
at all times. 

• Per the Land Management Code, one portable non-illuminated sign may be 
displayed on the sidewalk within the vicinity of the entry door of the first floor 
business. Such signs are permitted only during operating hours of the abutting 
business.   The sign shall not exceed six (6) square feet and shall be placed to 
maintain a five (5) foot clear pedestrian space.  

• Owner/Operator is responsible that all items stay in the approved areas. 
• No garbage may be stored on the sidewalk.  Owner/Operator shall keep the 

sidewalk clean at all times. 
 



8. Enforcement:  Enforcement of these standards shall be by Code Administration and 
the Police Department. 

 
 

 
Approved by the Mayor and City Council on January 27, 2015.  Proposed Amendments, 
October 25, 2016. 



REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
60 West Washington Street: BuroBox Membership Agreements - Amanda Whitmore, Downtown
Coordinator

Mayor and City Council Action Required:
Mayor and Council action is requested to review and approve the BuroBox membership license
and lease agreements.

Discussion:
At the October 18, 2016 Mayor and City Council Work Session, staff will review the
proposed Membership License Agreement and Membership Lease Agreement for the
BuroBox, an entrepreneurship resource center at 60 W. Washington Street.  With the
support of the Mayor and City Council at the Work Session, staff will seek approval of the
Agreement documents at the October 25, 2016 Regular Session.  The Agreement
documents have been developed and reviewed by the City attorney.  This is among a set
of final steps in preparation for opening membership sign ups and launching services at
the B?roBox.
 
License Agreements
Members of the BüroBox signing up at the Basic membership ($50 per month) will be required to
sign a license agreement and associated exhibits (attached) prior to gaining access to the space.
License agreements will:
 

·         Permit licensee to access the co-working area, conference room, kitchenette, and
restrooms;
·         Continue on a month-to-month basis;
·         Require a $50 security deposit
·         Be approved and signed by DCED staff and will not need to go before Mayor and
Council for approval of each Basic Member.

 
Lease Agreements
Members of the BüroBox leasing one of the two offices ($100 per month) will be required to sign
a lease agreement and associated exhibits (attached) prior to gaining access to the space. Lease
agreements will:
 

·         Permit licensee to access one lockable office, co-working area, conference room,
kitchenette, and restrooms;
·         Have a term for one year with the option to continue month-to-month after that term,
with either party having the right to terminate that month-to-month tenancy by giving 30
days’ written notice;
·         Require a $100 security deposit;



·         Be approved by the City passing a Resolution approving the execution of the lease

Financial Impact:

Recommendation:

Motion:

Action Dates:

ATTACHMENTS:
File Name Description

MCC_Memo_BuroBox_Membership_Agreements_with_Attachments.pdf
60 West Washington
Street: B?roBox
Membership
Agreements



 
  CITY OF HAGERSTOWN, MARYLAND              

  Department of Community & Economic Development 
 
 

______________________________________________________________________________ 
14 N. Potomac Street, Suite 200A  

Hagerstown, MD 21740 

 
TO: Valerie Means, City Administrator 
   
FROM: Amanda Whitmore, Downtown Coordinator 
 
DATE: October 12, 2016 
 
RE: 60 West Washington Street: BϋroBox Membership Agreements 
 
 
At the October 18, 2016 Mayor and City Council Work Session, staff will review the proposed 
Membership License Agreement and Membership Lease Agreement for the BϋroBox, an 
entrepreneurship resource center at 60 W. Washington Street.  With the support of the 
Mayor and City Council at the Work Session, staff will seek approval of the Agreement 
documents at the October 25, 2016 Regular Session.  The Agreement documents have been 
developed and reviewed by the City attorney.  This is among a set of final steps in preparation 
for opening membership sign ups and launching services at the BϋroBox. 
 
Mayor and Council Action Requested 
 
Mayor and Council action is requested to review and approve the BϋroBox membership license and 
lease agreements.  
 
License Agreements 
Members of the BüroBox signing up at the Basic membership ($50 per month) will be required to sign 
a license agreement and associated exhibits (attached) prior to gaining access to the space. License 
agreements will: 
 

• Permit licensee to access the co-working area, conference room, kitchenette, and restrooms; 
• Continue on a month-to-month basis; 
• Require a $50 security deposit 
• Be approved and signed by DCED staff and will not need to go before Mayor and Council for approval 

of each Basic Member. 
 
Lease Agreements 
Members of the BüroBox leasing one of the two offices ($100 per month) will be required to sign a 
lease agreement and associated exhibits (attached) prior to gaining access to the space. Lease 
agreements will: 
 

• Permit licensee to access one lockable office, co-working area, conference room, kitchenette, and 
restrooms; 



• Have a term for one year with the option to continue month-to-month after that term, with either 
party having the right to terminate that month-to-month tenancy by giving 30 days’ written notice; 

• Require a $100 security deposit; 
• Be approved by the City passing a Resolution approving the execution of the lease 

 
   
Cc: Jill Frick, Director DCED 
 Jason Morton, City Attorney 
 
Attachments: BϋroBox License Agreement with Exhibits 
  BϋroBox Lease Agreement with Exhibits  
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LICENSE AGREEMENT 
 

 THIS LICENSE AGREEMENT entered into on this ____ day of ___________, 2016, between 
The City of Hagerstown, Maryland, a municipal corporation existing under and by virtue of the laws of 
the State of Maryland, hereinafter called “City,” and ______________________, hereinafter called 
“Licensee” or “Member.” 
 

SECTION I 
LICENSE FOR PREMISES 

 
 City, for and in consideration of the payment of the license fee and performance of the covenants 
and agreements hereinafter mentioned, grants the Licensee the non-exclusive privilege of using a portion 
of the space located on the first floor of 60 West Washington Street, Hagerstown, Maryland (“the 
Burobox”), together with all improvements thereon.  The portion of the Burobox licensed hereby is 
particularly described in and/or shown as on Exhibit A attached hereto and made part hereof, the said real 
property and improvements being hereinafter referred to as the “Premises.”   
 

SECTION 2 
TERM 

 
 The term of this License shall commence on the 1st day of _________, 2016, and continue on a 
month-to-month basis thereafter, unless or unless terminated by one or both parties as set forth below.   
 

SECTION 3 
LICENSE FEE 

 
 A.  DURING THE PERIOD OF THIS LICENSE AGREEMENT, LICENSE FEE SHALL 
BE PAID BY MEMBER AS FOLLOWS: 
 
 For the period beginning XXXXXXX _________, 2016, the license fee shall be Fifty and 00/100 
($50.00) Dollars per month, which Member shall pay in advance on the first day of each month, with the 
first month’s license fee due on or before ___________________, 2016.  The City reserves the right to 
increase the license fee, upon thirty (30) days’ written notice to the Licensee. 
 
 B.  LATE FEES.  In the event the license fee hereunder shall not be received by the City within 
five (5) days of its due date, a late charge of TEN DOLLARS and 00/100  ($10.00) shall be added thereto.   
 
 C.  SECURITY DEPOSIT.  Contemporaneously with the execution of this License Agreement, 
Member shall deposit the sum of one month’s license fee ($50.00) with City as a security deposit.  The 
security deposit shall be held by the City in a non-interest bearing account as security for the faithful 
performance by the Member of all Member’s obligations under this License Agreement.   
 
 D.  Payment of license fee invoices may be made by check, money order, or credit card (if made 
in person) at City Hall at 1 East Franklin Street, Hagerstown, MD 21740. In addition, payments can be 
made online at https://mycity.hagerstownmd.org. No cash will be accepted. Should the Member designate 
to pay by check or money order, payment shall be made to: City of Hagerstown.  A $30 fee shall be 
assessed for all returned checks. After a second returned check, all payments shall be made by money 
order or credit card. 
 

 
 

https://mycity.hagerstownmd.org/
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SECTION 4 
USE FEES; UTILITIES 

 
 City shall be responsible for paying water, sewer, electricity, gas, heating, internet, and trash 
collection.  Member shall be responsible for any other applicable taxes or fees. 
 

SECTION 5 
COMPLIANCE TO MAINTAIN INSURANCE 

 
 Member covenants that it will not do nor permit to be done, nor keep nor permit to be kept upon 
the Premises, anything which will contravene the policy or policies of insurance against loss by fire or 
other causes, or which will increase the rate of fire or other insurance on the building beyond the initial 
rate.  Should any act of Member so increase the rate, then, in addition to the license fee hereinabove 
provided for, Member shall be liable for such additional premium, which shall be payable when billed as 
additional license fee, collectible in the same manner as the monthly license fee payments.  Member 
covenants that under no circumstances will it keep or permit to be kept, do or permit to be done, in or 
about the Premises, anything of character so hazardous as to render it difficult, impracticable, or 
impossible to secure such insurance in companies acceptable to City.  Member further covenants, 
immediately upon notice, to remove from the Premises and/or to desist from any practice deemed by the 
insurance companies or the Association of Fire Underwriters as so affecting the insurance risk.  
 

SECTION 6 
MAINTENANCE 

 
 Member agrees to keep the Premises in neat and orderly condition.  City shall maintain the 
Premises in good repair and will make all ordinary and replacement repairs at its expense, including but 
not limited to lighting fixtures;  however, Member shall pay for all repairs necessitated by the willful or 
negligent acts of itself, its agents, employees, licensees or invitees.  City shall be responsible and pay for 
all janitorial and cleaning services as may be necessitated or required in the licensed area.  City agrees to 
keep and maintain in good order and repair the exterior, the roof and all structural parts of the Premises 
and the building, as well as the electrical, heating, cooling and plumbing systems. 
 

SECTION 7 
ALTERATIONS 

 
 Member further covenants that it will not make any alterations, additions, or changes of any kind 
to the Premises, without first securing the written consent of City, after submission of the plans therefor to 
City for review and prior approval.  Any alterations, additions, or changes as City shall permit in writing 
shall be made at Member's expense.  Member agrees that all improvements to the Premises shall become 
the property of the City at the time of installation. 
 

SECTION 8 
COMMENCEMENT OF OCCUPANY 

 
 This License shall become effective upon the execution by the duly authorized signatories of the 
City and Member as same may be applicable.  
 

SECTION 9 
USE 

 



3 
 

 The Premises shall be used by the Member solely for the purpose of a 
_______________________business and any related business activities.  No retail activities are 
permitted on the Premises, except by written permission of the City.  No other use may be made of 
the premises unless same is approved in writing by the City.   
 

SECTION 10 
COMMON AREAS; 

KEY ACCESS 
 

 The Member shall have access to the restrooms, kitchenette, hallways, co-working area and 
conference room (which is available by reservation) and such other areas as may be designated common 
areas on the Premises on a shared basis as depicted on Exhibit A, and in accordance with the rules and 
regulations of the City, which rules and regulations may be amended at the City’s sole discretion from 
time to time. A copy of the current rules and regulations is attached hereto as Exhibit B, and incorporated 
herein.  Member shall comply with all such rules and regulations as published, revised and promulgated 
from time to time.  The City will provide the Member with keys with which to access to the Premises in 
accordance with the attached “Key Agreement,” a copy of which is attached hereto as Exhibit C.  The 
City reserves the right to change locks and provide new keys to Member on an as needed basis when 
locks are changed.  In the event Member loses or misplaces keys, then Member shall pay Licensor an 
amount sufficient to cover the cost of changing locks and obtaining and providing replacement keys. 
Members are permitted access to the Premises seven days per week, during the hours of 8:00 a.m. – 7:00 
p.m. 
 

SECTION 11 
FURNITURE 

 
 All furniture and equipment provided in the BüroBox is the property of the City and shall not be 
removed from the Premises. Member shall promptly report any and all damages incurred to the Premises 
and/or furniture and equipment to the City.  Member shall pay for all repairs/replacements of furniture 
and/or equipment necessitated by the willful or negligent acts of itself, its agents, employees, licensees or 
invitees.  The Member shall not install or place any furniture or equipment on the Premises, without the 
written consent of the City. 
 

SECTION 12 
WIRELESS NETWORK USER AGREEMENT 

 
 Member shall abide by the terms of the Wireless Network User Agreement, attached hereto as 
Exhibit D, and as may be amended in writing by the City from time to time. 
 

SECTION 13 
SIGNS 

 
 Member may not erect or place any signs on the exterior or visible to the exterior of the building, 
except by written permission of the City.  Member may not erect or place any signs in the interior of the 
building. 
 

SECTION 14 
ASSIGNMENT  

 
 Member shall not assign its rights under this License Agreement to any person or entity, without 
the express written consent of the City.   
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SECTION 15 
INDEMNITY  

 
 Member shall save and keep harmless and indemnify City, its agents, servants, employees, 
officers or representatives from any and all claims of whatsoever nature or kind arising directly or 
indirectly from the use of the premises and Member agrees to save and hold harmless and indemnify City 
from any suits, demands, claims or fines of whatsoever nature or kind including personal injuries arising 
directly or indirectly under any circumstances by the exercise of the Member in the use of the premises. 
City shall not be responsible for any loss, theft or damage to Member’s belongings.   Member is strongly 
encouraged to obtain its own insurance policy for protection of its belongings. 
 

SECTION 16 
FIRE DAMAGE 

 
 In the event the Premises are damaged by fire, storm, the elements, acts of God, unavoidable 
accident and/or the public enemy, to such an extent as to render it partially unusable, City may, at its 
discretion, restore such portion of the premises so injured or damaged as speedily as possible.  City may 
also declare this License Agreement null and void. In the event City declares the License Agreement null 
and void, it shall not be responsible for relocation costs and/or loss of business or income to Member.   
 

SECTION 17 
DEFAULT OF MEMBER; REMEDIES OF CITY 

 
 This License is of a temporary nature, and the City may cancel this License (1) immediately 
should Licensee fail to fulfill any of the conditions set forth in this License Agreement, upon written 
notice to the Licensee; or (2) at any time and for any reason, upon fifteen (15) days’ written notice to 
Licensee;   at the expiration of the fifteen (15) days, Licensee shall immediately cease all use of the 
Burobox.  The City, its agents or attorneys, shall have the absolute right to re-enter said premises, using 
force if necessary, to dispossess Member and all other occupants from the Demised Premises and to 
remove any or all of Member’s property at the Demised Premises.   In any action or proceeding brought 
to enforce this License or any provision thereof, City shall be entitled to an award of reasonable attorney’s 
fees to be paid by the Member. 
 

SECTION 18 
 
 Unless extended by agreement of the parties, this License Agreement shall terminate 
automatically upon the expiration of the term, or earlier in accordance with this License Agreement, as 
the case may be.  HOWEVER, if Member does not immediately surrender use of the Premises, it shall 
continue to pay the license fee for each month during which it continues to use the Premises.  License fees 
shall be for a full month, and not pro-rated. 

 
SECTION 19 

SMOKING; ALCOHOL      
 
 No smoking or vaping shall be permitted on the Premises.  No alcohol shall be permitted on the 
Premises. 
 

SECTION 20 
 
 Unless another address shall have been substituted for such address by notice in writing, all notices 
or demands of any kind which either party may be required or may desire to serve on the other under the 
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terms of this License may be served on the other: (1) by hand delivery by leaving a copy of such demand 
or notice for the party at the party’s address set forth below, (2) by sending via nationally recognized 
commercial overnight courier a copy of such demand or notice to the party at the party’s address set forth 
below, (3) by mailing, certified or registered US mail, return receipt requested, first class postage prepaid, 
a copy of such demand or notice to the party at its address set forth below, or (4) by sending a copy of 
such demand or notice via email, with a confirmatory copy by first class mail, to the party’s e-mail and 
address, set forth below (Member’s address must be other than 60 West Washington Street, 
Hagerstown):  
 
 
 City of Hagerstown:  City Administrator 
     City of Hagerstown 
     City Hall 
     Hagerstown, Maryland 21740 
     _______________________ 
 
 Member:   ________________________ 
 
     ________________________ 
 
     (e-mail) 
 

SECTION 21 
ADDITIONAL DOCUMENTS 

 
 The parties agree to execute, acknowledge and deliver any and all further documents and 
instruments that may be required or necessary to carry out and effectuate the purposes of this License or 
any provisions contained herein.  
 

SECTION 22 
PARTIAL INVALIDITY 

 
 If any term, covenant or condition of this License shall be deemed invalid or unenforceable, then 
the remainder of this License shall not be affected and same shall remain in full force and effect.  
 

SECTION 23 
GOVERNING LAW 

 
 This License Agreement shall be construed, interpreted and enforced according to the Laws of the 
State of Maryland, without regard to principles of conflict of law.  
 

SECTION 24 
PERMITS 

 
 In the event that it becomes necessary for any permits, licenses or anything that may be requisite 
for the Member to occupy and use the Premises for the purposes set forth herein or as hereinafter may be 
agreed upon, then in said event, Member shall be responsible for the application and payment of any such 
permit or license fee if required.  
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SECTION 25 
MISCELLANEOUS 

 
 The headings in the License are solely for convenience and reference only and are not intended to 
define or limit the scope of any provisions of this Agreement, nor affect the interpretation thereof.  
 
 All references made, and nouns and pronouns used herein shall be construed in the singular or 
plural, and in such gender as the sense and circumstances require.  
 
 This License shall inure to the benefit of and be binding upon the parties hereto, their grantees, 
successors and assigns, if applicable.   
 
 This License contains the final and entire agreement between the parties and they shall not be 
bound by any terms, conditions, statements, or representations, oral or written, not herein contained.  Any 
subsequent amendment to the contract shall be valid only if executed in writing by the parties or their 
grantees, successors or assigns, if applicable. 
 
 THE PARTIES HERETO HEREBY WAIVE TRIAL BY JURY IN ANY ACTION OR 
PROCEEDING TO WHICH THE CITY AND/OR THE MEMBER MAY BE PARTIES, ARISING OUT 
OF OR IN ANY WAY PERTAINING TO THIS LICENSE AGREEMENT OR ANY PROVISION 
THEREOF.  IT IS AGREED AND UNDERSTOOD THAT THIS WAIVER CONSTITUTES A 
WAIVER OF TRIAL BY JURY OF ALL CLAIMS AGAINST ALL PARTIES TO SUCH ACTIONS 
OR PROCEEDINGS, INCLUDING CLAIMS AGAINST PARTIES WHO ARE NOT PARTIES TO 
THIS LICENSE.  THIS WAIVER IS KNOWINGLY, WILLINGLY AND VOLUNTARILY MADE BY 
THE PARTIES HERETO, AND THE PARTIES HERETO HEREBY REPRESENT THAT NO 
REPRESENTATIONS OF FACT OR OPINION HAVE BEEN MADE BY ANY INDIVIDUAL TO 
INDUCE THIS WAIVER OF TRIAL BY JURY OR TO IN ANY WAY MODIFY OR NULLIFY ITS 
EFFECT.  
 
 
 
 
 IN WITNESS WHEREOF, the parties hereto have set their hands and seals the date and year first 
above written.  
 
WITNESS       CITY OF HAGERSTOWN 
 
 
 
____________________________________  BY:__________________________________ 
                   XXXXX, DCED, Title 
 
 
 
WITNESS:      MEMBER: _____________________, Inc.,  
 
 
 
___________________________________  BY:___________________________________ 
       [Name], [Title] 
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EXHIBIT B 

RULES AND REGULATIONS OF THE BÜROBOX 

General Facilities 

1. Member shall not suffer or permit the obstruction of any Common Areas, including 
hallways, lobbies, or walkways. 

2. Members shall not bring or keep bicycles, motorcycles, scooters or other vehicles into 
portions of the building.  Bicycles can be locked in University Plaza.  Motorcycles and 
scooters must be parked in appropriate parking spaces. 

3. Member shall not make, suffer or permit litter except in appropriate receptacles for that 
purpose. 

4. Member shall not alter any lock or install new or additional locks or bolts. 
5. Member shall not deface walls, partitions or other surfaces of the Premises or the 

Building.  Items can be hung on the walls within the offices using adhesive hooks. 
6. Member shall return all keys at the termination of its tenancy and shall be responsible for 

the cost of replacing any keys that are lost. 
7. No window coverings, shades, awnings shall be installed or used by Member.  Signs may 

not be permanently adhered to any wall.  Signs are permitted in the windows of the office 
provided they are temporary, removable and do not leave any resemblance of residue. 

8. No Member, employee or invitee shall go into the basement or upon the roof the 
Building. 

9. Member shall not suffer or permit smoking or carrying of lighted cigar, cigarette or 
electronic cigarette within the premises or the Building. 

10. Member shall not use any method of heating or air conditioning other than as provided by 
City or any dedicated system approved by City. 

11. Member shall comply with all safety, fire protection and evacuation regulations 
established by City or any applicable governmental agency.   

12. Short term, hourly street parking is available for a fee between the hours of 8am and 5pm.  
Long term, hourly garage parking for a fee is also available.  Parking is the responsibility 
of the Member.  No permits will be provided to Members or clients. 

13. Member agrees to abide by the maximum occupancy requirement set by the Fire Marshal.   

Services and Amenities 

14. Hours for entry are:  24 hours, 7 days a week for offices.  General membership may use 
the facilities from 8am – 7pm, 7 days per week. 

15. Equipment is not to be removed, damaged, or tampered with in any way.  If there is an 
issue with any equipment, please call 301-739-8577 ext 111. 

16. Late Fees:  $15 after 3rd late occurrence.  After the 5th late payment, membership will be 
terminated.  
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17. Returned Checks:  $30 returned check fee.  After the 2nd occurrence, no check will be 
accepted. 

18. Animals are not permitted with the exception of properly registered service and therapy 
animals.  If you intend to utilize a service or therapy animal, you must complete the 
required form.  In addition, certification and a doctors prescription is required to be 
submitted with the form.  Form will be verified by a staff member of the City.   

19. Alcohol is not permitted on the premises. 
20. Member is required to label and date any food items in the refrigerator.  It is also 

requested that food items be removed by day 5.   Unlabeled or expired items may be 
disposed without permission.   

21. Members are responsible for placing the trash in the collection location.   
22. Office members receive 250 black & white copies and 25 color copies per month.  

General members receive 200 black & white copies and 20 color per month.  Member 
should be mindful of the number of copies they are printing as member will be billed for 
the overages which will be due the following month.  Overages will be billed for both 
office members and licensee members at the following rates:  $0.15 per black & white 
and $0.25 per color. 

23. No hot plates are permitted on the premises.  A microwave will be provided and food 
may be heated.  Hot and cold drinks may be prepared using the Keurig or the water 
cooler.  

24. The conference room is available on a first come first serve basis.  Member will be 
required to reserve the room through the reservation system.  Members are not required 
to pay a fee.  Non-members will pay a fee of _______ per hour for the conference room 
and/or video conferencing equipment.   

25. Lockers are available for day use only and may only be used by members.  The lockers 
are on a time limit of 8 hours.  Please see How To manual on procedures. 

26. No materials may be left in the lockers overnight as the lockers will automatically open 
after the time limit. 

27. Limited office supplies are provided (ie, stapler, three hole punch, etc.) and Member 
agrees to use moderately. 

28. Member acknowledges that no one will be available to sign for deliveries.  The City takes 
no responsibility for lost or stolen packages.  

29. Furniture may be moved within the premises, but must be returned to its original position.  
No furniture or equipment may be removed from the premises. 

30. Member shall not make or permit any noise that annoy or interfere with other Members 
or persons having business within the building. 

31. Member agrees to have no more than 3 guests in the areas at any given time.  If you have 
an employee, he/she must also have a membership.  Guests are defined as clients, 
customers or other invitees who spend less than three hours at the space. 
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Cleanliness 

32. Member agrees to clean up after themselves and keep the premises in a neat and orderly 
condition.   

33. Member agrees to eat any and all food items at a desk and not a chair with a swivel desk.  
This is to keep the upholstered chairs clean. 

Internet Usages 

34. Any unlawful use of the wireless internet is strictly prohibited. 

Miscellaneous 

35. City reserves the right to make such other reasonable rules and regulations as it may from 
time to time deem necessary.  City shall provide Member with copies of any new and/or 
modified rules or regulations prior to the effective date thereof.  Member agrees to abide 
by these and such other rules and regulations. 

36. City reserves the right to waive any of these rules or regulations, and/or, as to any 
particular Member, and such waiver shall not constitute a waiver of any other rule or 
regulation subsequent application thereof to such Member. 
 



City of Hagerstown, Department of Community and Economic Development 
14 N. Potomac St, Ste 200A, Hagerstown, MD, 21740 

(301) 739-8577 ext 111 DCED@hagerstownmd.org 

EXHIBIT C 
 

MEMBER KEY ISSUANCE AND RETURN CERTIFICATE 
 

The undersigned Member hereby acknowledges:  
 
1. That the City of Hagerstown is designated as the City for the agreed BüroBox property 
referred to herein;  
2. That the Member named below accepts the Keys listed below for the BüroBox;   
3. If a key is lost, stolen or damaged, a fee of $30 for office and $6 for keyless fob/card will be 
assessed to Member for replacement. 
4. That upon termination of this Agreement, all Keys will be returned to the City. 
 
Issued to: _______________________________________ Date: _________________________ 
Member Identity: _______________________________ Office/Suite Number: 
_______________ 
Number of Office/Suite Keys Issued: _______   
Key FOB/Card #: ______________    
 
I accept custody of this Key(s) and I agree to abide by the terms and conditions itemized below: 
 
Member will immediately report lost or stolen Keys, to the City of Hagerstown Department of 
Community and Economic Development at 14 N. Potomac St, Ste 200A, Hagerstown, MD 
21740, or call (301) 739-8577 ext 111, or e-mail Burobox@hagerstownmd.org. In case of lost or 
stolen Keys, Member assumes financial responsibility to have the Key replaced, as deemed 
appropriate by the City of Hagerstown. 
 
Under no circumstances is this Key to be duplicated and that unauthorized Key duplication 
subjects Member to immediate Agreement termination. Member agrees not to loan Keys, nor to 
provide to unauthorized individuals, under penalty of immediate Agreement termination. 
Member agrees to use the Keys provided to enter only those areas where Member is allowed 
access under Member Agreement provisions. Upon expiration or termination of the Lease 
Agreement, Member shall return all Keys to the City of Hagerstown Department of Community 
and Economic Development. 
 
_______________________________________________________ _____________ 
Signature of person(s) authorized to receive/return Keys                     Date 
 
Key Return: 
 
_______________________________________________________ _____________ 
Signature of person(s) authorized to receive/return Keys                     Date 

 
 
 
 

EXHIBIT C 



City of Hagerstown, Department of Community and Economic Development 
14 N. Potomac St, Ste 200A, Hagerstown, MD, 21740 

(301) 739-8577 ext 111 DCED@hagerstownmd.org 

 
EXHIBIT D 

 
Wireless Network User Agreement 

 
All users of the BüroBox wireless connectivity agree to the following: 

 
Terms of Use 

Failure to follow the terms of use listed below may result in the patron being asked to sever his/her connections and 
termination of the Lease Agreement or License Agreement, at the City’s discretion.  
 
1. Wireless users must not attempt to access or damage the network.  
2. While using the BüroBox connection, wireless users may not use the Internet in any way that 
violates a Federal or State Law.  
3. Wireless users must not behave in a manner that is disruptive to other BuroBox Members or 
staff. 
4. Earphones must be used if sound is to be activated through a wireless unit. 
5. Wireless users may not use the BüroBox internet services to display or disseminate sexually 
explicit materials.  
6. Wireless users must not impersonate another person online.  
7. Wireless network will required log-in information that is not to be shared with anyone. All 
users must have a valid Lease Agreement or License Agreement with the City.   
 
• BüroBox staff members will not be available to assist in troubleshooting any network 
difficulty.  
• BüroBox cannot guarantee that users equipment will be able to connect to the wireless network.  
• BüroBox assumes no responsibility for any loss or damages done directly or indirectly to 
personal data or equipment, or for any damage or injury arising from loss of privacy while using 
the wireless connection.  
• The wireless network is secure but it is still recommended to exercise caution when sending or 
receiving personal data over wireless connections.  
 
 
I Agree to the Terms of Use set forth above:          
 
Printed Member Name: ________________________________ Member ID#_____________ 
 
Signature____________________________________________  Date___________________ 
 

 
 
 
 
 
 

EXHIBIT D 



LEASE AGREEMENT 
 

 THIS LEASE AGREEMENT entered into on this ____ day of ___________, 2016, between The 
City of Hagerstown, Maryland, a municipal corporation existing under and by virtue of the laws of the 
State of Maryland, hereinafter called “City,” and ______________________, hereinafter called “Tenant” 
or “Member.” 
 

SECTION I 
DEMISE OF PREMISES 

 
 City, for and in consideration of the payment of the rent and performance of the covenants and 
agreements hereinafter mentioned, hereby leases to Tenant and tenant hereby leases from City a portion 
of the space located on the first floor of 60 West Washington Street, Hagerstown, Maryland (“the 
Burobox”), together with all improvements thereon.  The portion of the Burobox leased hereby is 
particularly described in and/or shown as on Exhibit A attached hereto and made part hereof, the said real 
property and improvements being hereinafter referred to as the “Premises.”   
 
 

SECTION 2 
TERM 

 
 The term of this Lease shall commence on the 1st day of _________, 2016, and end on the last day 
of _________, 2017, at 11:59 p.m., unless extended by written agreement between the parties or extended 
as otherwise set forth herein.   
 

SECTION 3 
RENT 

 
 A.  DURING THE PERIOD OF THIS LEASE, RENTAL SHALL BE PAID BY TENANT 
AS FOLLOWS: 
 
 For the period of November _________, 2016 to ________, 2017, rental shall be One Hundred 
and 00/100 ($100.00) Dollars per month, which Tenant shall pay in advance on the first day of each 
month, with the first month’s rent due on or before ___________________, 2016. 
 
 B.  LATE FEES.  In the event the Rent and/or Additional Rent hereunder shall not be received by 
the City within five (5) days of its due date, a late charge of TEN DOLLARS and 00/100  ($10.00) shall 
be added thereto.  After three (3) late fees have been assessed, this Lease Agreement is terminable at the 
option of the Landlord. 
 
 C.  SECURITY DEPOSIT.  Contemporaneously with the execution of this Lease Agreement, 
Tenant shall deposit the sum of one month’s rent ($100.00) with City as a security deposit.  The security 
deposit shall be held by the City in a non-interest bearing account as security for the faithful performance 
by the Tenant of all Tenant’s obligations under this Lease.   
 
 D.  Payment of rental invoices may be made by check, money order, or credit card (if made in 
person) at City Hall at 1 East Franklin Street, Hagerstown, MD 21740. In addition, payments can be made 
online at https://mycity.hagerstownmd.org. No cash will be accepted. Should the Tenant designate to pay 
by check or money order, payment shall be made to: City of Hagerstown.  A $30 fee shall be assessed for 
all returned checks. After a second returned check, all payments shall be made by money order or credit 
card. 

https://mycity.hagerstownmd.org/
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SECTION 4 

USE FEES; UTILITIES 
 

 City shall be responsible for paying water, sewer, electricity, gas, heating, internet, and trash 
collection.  
 
 TENANT SHALL NOT BE RESPONSIBLE FOR OR PAY REAL ESTATE PROPERTY 
TAXES.   Tenant shall be responsible for any other applicable taxes or fees. 
 

SECTION 5 
COMPLIANCE TO MAINTAIN INSURANCE 

 
 Tenant covenants that it will not do nor permit to be done, nor keep nor permit to be kept upon 
the Premises, anything which will contravene the policy or policies of insurance against loss by fire or 
other causes, or which will increase the rate of fire or other insurance on the building beyond the initial 
rate.  Should any act of Tenant so increase the rate, then, in addition to the rent hereinabove provided for, 
Tenant shall be liable for such additional premium, which shall be payable when billed as additional rent, 
collectible in the same manner as the monthly rental payments.  Tenant covenants that under no 
circumstances will it keep or permit to be kept, do or permit to be done, in or about the Premises, 
anything of character so hazardous as to render it difficult, impracticable, or impossible to secure such 
insurance in companies acceptable to City.  Tenant further covenants, immediately upon notice, to 
remove from the Premises and/or to desist from any practice deemed by the insurance companies or the 
Association of Fire Underwriters as so affecting the insurance risk.  
 

SECTION 6 
MAINTENANCE 

 
 Tenant agrees to keep the Premises in neat and orderly condition.  City shall maintain the 
Premises in good repair and will make all ordinary and replacement repairs at its expense, including but 
not limited to lighting fixtures;  however, Tenant shall pay for all repairs necessitated by the willful or 
negligent acts of itself, its agents, employees, licensees or invitees.  City shall be responsible and pay for 
all janitorial and cleaning services as may be necessitated or required in the leased area.  City agrees to 
keep and maintain in good order and repair the exterior, the roof and all structural parts of the Premises 
and the building, as well as the electrical, heating, cooling and plumbing systems. 
 

SECTION 7 
ALTERATIONS 

 
 Tenant further covenants that it will not make any alterations, additions, or changes of any kind to 
the Premises, without first securing the written consent of City, after submission of the plans therefor to 
City for review and prior approval.  Any alterations, additions, or changes as City shall permit in writing 
shall be made at Tenant's expense.  Tenant agrees that all improvements to the Premises shall become the 
property of the City at the time of installation. 
 

SECTION 8 
COMMENCEMENT OF TERM/OCCUPANY 

 
 This Lease shall become effective upon the execution by the duly authorized signatories of the 
City and Tenant as same may be applicable.  
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SECTION 9 
USE 

 
 The Premises shall be used by the Tenant solely for the purpose of a 
_______________________business and any related business activities.  No retail activities are 
permitted on the Premises, except by written permission of the City.  No other use may be made of 
the premises unless same is approved in writing by the City.   
 

SECTION 10 
COMMON AREAS; 

KEY ACCESS 
 

 The Tenant shall have access to the restrooms, kitchenette, hallways, co-working area and 
conference room (which is available by reservation) and such other areas as may be designated common 
areas on the Premises on a shared basis as depicted on Exhibit A, and in accordance with the rules and 
regulations of the Landlord, which rules and regulations may be amended at the Landlord’s sole 
discretion from time to time. A copy of the current rules and regulations is attached hereto as Exhibit B, 
and incorporated herein.  Tenant shall comply with all such rules and regulations as published, revised 
and promulgated from time to time.  The City will provide the Tenant with keys with which to access to 
the Premises in accordance with the attached “Key Agreement,” a copy of which is attached hereto as 
Exhibit C.  The City reserves the right to change locks and provide new keys to Tenant on an as needed 
basis when locks are changed.  In the event Tenant loses or misplaces keys, then Tenant shall pay 
Landlord an amount sufficient to cover the cost of changing locks and obtaining and providing 
replacement keys. Tenants are permitted access to the Premises at any time.  
 

SECTION 11 
FURNITURE 

 
 All furniture and equipment provided in the BüroBox is the property of the City and shall not be 
removed from the Premises. Tenant shall promptly report any and all damages incurred to the Premises 
and/or furniture and equipment to the City.  Tenant shall pay for all repairs/replacements of furniture 
and/or equipment necessitated by the willful or negligent acts of itself, its agents, employees, licensees or 
invitees.  The Tenant shall not install or place any furniture or equipment on the Premises, without the 
written consent of the City. 
 

SECTION 12 
WIRELESS NETWORK USER AGREEMENT 

 
 Tenant shall abide by the terms of the Wireless Network User Agreement, attached hereto as 
Exhibit D, and as may be amended in writing by the City from time to time. 
 

SECTION 13 
SIGNS 

 
 Tenant shall be permitted to install the name of Tenant and its affiliated operation upon the 
written approval of City.  The Tenant may not erect or place any signs on the exterior or visible to the 
exterior of the building, except by written permission of the City.  
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SECTION 14 
ASSIGNMENT AND SUBLEASE 

 
 Tenant shall not assign this Lease nor sublet all or any portion of the Premises to any person or 
entity.   
 

SECTION 15 
INDEMNITY AND LIABILITY INSURANCE 

 
 Tenant shall save and keep harmless and indemnify City, its agents, servants, employees, officers 
or representatives from any and all claims of whatsoever nature or kind arising directly or indirectly from 
the use of the premises and Tenant agrees to save and hold harmless and indemnify City from any suits, 
demands, claims or fines of whatsoever nature or kind including personal injuries arising directly or 
indirectly under any circumstances by the exercise of the Tenant in the use of the premises. City shall not 
be responsible for any loss, theft or damage to Tenant’s belongings.   Tenant is strongly encouraged to 
obtain its own rental insurance policy for protection of its belongings. 
 
 

SECTION 16 
INSPECTION OF PREMISES 

 
 Tenant agrees that City shall have the right to inspect the Premises at all reasonable times during 
business hours, at any time during the term of this Lease.  City shall have the right to show the Premises 
to prospective tenants or purchasers. 
 

SECTION 16 
FIRE DAMAGE 

 
 In the event the Premises are damaged by fire, storm, the elements, acts of God, unavoidable 
accident and/or the public enemy, to such an extent as to render it partially untenable, City shall restore 
such portion of the premises so injured or damaged as speedily as possible.  The annual rent shall abate 
proportionately on such part of the premises as may have been rendered untenable until such time as such 
part shall be fit for occupancy, and after which time, the full amount of annual rent reserved in this Lease 
shall be payable as hereinabove set forth.  If the premises is injured or damaged by any of the aforesaid 
causes to such an extent as to render the same wholly untenable, then this Lease shall thereupon become 
null and void, and all liability of tenant shall terminate upon payment of all annual rent and additional rent 
due and payable to the date of such happening.  
 
 In the event of untenability, City shall not be responsible for relocation costs and/or loss of 
business or income to Tenant.  The term untenable shall be defined as meaning the premises are unable to 
be used for the Tenant’s ordinary business purposes. 
 

SECTION 17 
DEFAULT OF TENANT; REMEDIES OF CITY 

 
 It is further agreed and understood that if any default is made in the payment of the rental or any 
provisions as herein agreed by the Tenant, then the relationship of City and Tenant at the option of the 
City shall wholly cease and terminate, and the City, its agents or attorneys, shall have the absolute right to 
re-enter said premises, using force if necessary, to dispossess Tenant and all other occupants from the 
Demised Premises and to remove any or all of Tenant’s property at the Demised Premises, and assume 
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and take possession of the same, and the said Tenant waives service of any Notice of Intention to Re-
enter, Notice to Terminate Tenancy, or Notice to quit or Demand for Possession.  
 
 Tenant shall have breached this Lease and shall be considered in default hereunder if (a) Tenant 
files a petition in bankruptcy or insolvency or for reorganization under any bankruptcy or insolvency law 
or act, or makes an assignment for the benefit of creditors; (b) involuntary proceedings are instituted 
against Tenant under any bankruptcy or insolvency law or act and not dismissed within ninety (90) days;  
or (c) Tenant ceases to maintain good standing status with the Maryland State Department of Assessments 
and Taxation. 
 
 In the event that there is a default or a violation of any other provisions of this Lease other than 
non-payment of rent, then and in said event, the City shall give the Tenant fifteen (15) days’ notice in 
which to correct said violation.  If same is not corrected within fifteen (15) days, the relationship of City 
and Tenant, within the absolute discretion and option of the City shall cease and terminate without further 
notice.  
 
 No entry or re-entry by City, whether resulting from summary proceedings or otherwise, nor any 
letting or reletting shall absolve or discharge Tenant from liability hereunder.  Tenant’s liability 
hereunder, even if there be no letting or reletting shall survive the issuance of any dispossess warrant, 
order of court terminating this Lease, or any other termination based upon Tenant’s default.  The words 
“enter,” “re-enter,” and “re-entry” as used in this Article and elsewhere in this Lease are not restricted to 
their technical legal meanings. 
 
 In any action or proceeding brought to enforce this Lease or any provision thereof, City shall be 
entitled to an award of reasonable attorney’s fees to be paid by the Tenant. 
 

SECTION 18 
TENANT HOLDING OVER 

 
 This Lease shall terminate automatically upon the expiration of the term, or renewal term as the 
case may be.  HOWEVER, if Tenant does not immediately surrender possession of the Premises upon the 
termination, and there is a holding over by Tenant, then and in said event, the tenancy of this lease shall 
be considered on a month-to-month basis (terminable by either party upon thirty (30) day’s written 
notice). 
 

SECTION 19 
CONTINGENCY 

 
 It is recognized by and between the parties that it is necessary for the City to pass a Resolution 
approving the execution of this Lease and the provisions hereof.  In the event that said Resolution should 
not become effective by virtue of a referendum or some other methodology or by operation of law, then in 
said event, this Lease is null and void and of no effect.  
 
 It is agreed that the necessary Resolution required by the City shall be introduced simultaneously 
with the execution of this agreement or as expeditiously thereafter as possible.  

 
SECTION 20 

SMOKING; ALCOHOL      
 
 No smoking shall be permitted on the Premises.  No alcohol shall be permitted on the Premises. 
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SECTION 21 
APPROVALS 

 
 Any approvals required under the provisions of this Lease by City shall be as duly authorized by 
the Mayor and Council as its duly constituted legislative body.   
 
 

SECTION 22 
NOTICES 

 
 Unless another address shall have been substituted for such address by notice in writing, all notices 
or demands of any kind which either party may be required or may desire to serve on the other under the 
terms of this Lease may be served on the other: (1) by hand delivery by leaving a copy of such demand or 
notice for the party at the party’s address set forth below, (2) by sending via nationally recognized 
commercial overnight courier a copy of such demand or notice to the party at the party’s address set forth 
below, (3) by mailing, certified or registered US mail, return receipt requested, first class postage prepaid, 
a copy of such demand or notice to the party at its address set forth below, or (4) by sending a copy of 
such demand or notice via email, with a confirmatory copy by first class mail, to the party’s e-mail and 
address, set forth below (Tenant’s address must be other than 60 West Washington Street, 
Hagerstown):  
 
 
 City of Hagerstown:  City Administrator 
     City of Hagerstown 
     City Hall 
     Hagerstown, Maryland 21740 
     _______________________ 
 
 Tenant:    ________________________ 
 
     ________________________ 
 
     (e-mail) 
 

SECTION 23 
ADDITIONAL DOCUMENTS 

 
 The parties agree to execute, acknowledge and deliver any and all further documents and 
instruments that may be required or necessary to carry out and effectuate the purposes of this Lease or any 
provisions contained herein.  
 

SECTION 24 
PARTIAL INVALIDITY 

 
 If any term, covenant or condition of this Lease shall be deemed invalid or unenforceable, then 
the remainder of this Lease shall not be affected and same shall remain in full force and effect.  
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SECTION 25 
GOVERNING LAW 

 
 This Lease shall be construed, interpreted and enforced according to the Laws of the State of 
Maryland, without regard to principles of conflict of law.  
 

SECTION 26 
PERMITS 

 
 In the event that it becomes necessary for any permits, licenses or anything that may be requisite 
for the Tenant to occupy and use the Premises for the purposes set forth herein or as hereinafter may be 
agreed upon, then in said event, Tenant shall be responsible for the application and payment of any such 
permit or license fee if required.  
 

SECTION 27 
MISCELLANEOUS 

 
 The headings in the Lease are solely for convenience and reference only and are not intended to 
define or limit the scope of any provisions of this Agreement, nor affect the interpretation thereof.  
 
 All references made, and nouns and pronouns used herein shall be construed in the singular or 
plural, and in such gender as the sense and circumstances require.  
 
 This Lease shall inure to the benefit of and be binding upon the parties hereto, their grantees, 
successors and assigns, if applicable.  
 
 This Lease is subject to and contingent on the passage of any Resolutions required as indicated, 
and upon adoption of this Agreement by formal action of the Mayor and Council.  
 
 This Lease contains the final and entire agreement between the parties and they shall not be 
bound by any terms, conditions, statements, or representations, oral or written, not herein contained.  Any 
subsequent amendment to the contract shall be valid only if executed in writing by the parties or their 
grantees, successors or assigns, if applicable. 
 
 Tenant covenants and agrees that during the term of this Lease, neither Tenant nor any of Tenant’s 
agents, employees, contractors, invitees, assignees, or sublessees shall cause any hazardous material to be 
brought upon, kept, or used in, on, or about the Premises or the Building or transported to or from the 
Premises or Building without the prior written consent of City. 
 
 This Lease is considered to be and shall be construed as a commercial lease. 
 
 THE PARTIES HERETO HEREBY WAIVE TRIAL BY JURY IN ANY ACTION OR 
PROCEEDING TO WHICH THE CITY AND/OR THE TENANT MAY BE PARTIES, ARISING OUT 
OF OR IN ANY WAY PERTAINING TO THIS LEASE OR ANY PROVISION THEREOF.  IT IS 
AGREED AND UNDERSTOOD THAT THIS WAIVER CONSTITUTES A WAIVER OF TRIAL BY 
JURY OF ALL CLAIMS AGAINST ALL PARTIES TO SUCH ACTIONS OR PROCEEDINGS, 
INCLUDING CLAIMS AGAINST PARTIES WHO ARE NOT PARTIES TO THIS LEASE.  THIS 
WAIVER IS KNOWINGLY, WILLINGLY AND VOLUNTARILY MADE BY THE PARTIES 
HERETO, AND THE PARTIES HERETO HEREBY REPRESENT THAT NO REPRESENTATIONS 
OF FACT OR OPINION HAVE BEEN MADE BY ANY INDIVIDUAL TO INDUCE THIS WAIVER 
OF TRIAL BY JURY OR TO IN ANY WAY MODIFY OR NULLIFY ITS EFFECT.  
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 IN WITNESS WHEREOF, the parties hereto have set their hands and seals the date and year first 
above written.  
 
WITNESS AND ATTEST    CITY OF HAGERSTOWN 
AS TO CORPORATE SEAL 
 
 
____________________________________  BY:__________________________________ 
Donna Spickler, City Clerk                David S. Gysberts, Mayor 
 
 
 
WITNESS:      TENANT: _____________________, Inc.,  
 
 
 
___________________________________  BY:___________________________________ 
       [Name], [Title] 
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EXHIBIT B 

RULES AND REGULATIONS OF THE BÜROBOX 

General Facilities 

1. Tenant shall not suffer or permit the obstruction of any Common Areas, including 
hallways, lobbies, or walkways. 

2. Tenants shall not bring or keep bicycles, motorcycles, scooters or other vehicles into 
portions of the building.  Bicycles can be locked in University Plaza.  Motorcycles and 
scooters must be parked in appropriate parking spaces. 

3. Tenant shall not make, suffer or permit litter except in appropriate receptacles for that 
purpose. 

4. Tenant shall not alter any lock or install new or additional locks or bolts. 
5. Tenant shall not deface walls, partitions or other surfaces of the Premises or the Building.  

Items can be hung on the walls within the offices using adhesive hooks. 
6. Tenant shall return all keys at the termination of its tenancy and shall be responsible for 

the cost of replacing any keys that are lost. 
7. No window coverings, shades, awnings shall be installed or used by Tenant.  Signs may 

not be permanently adhered to any wall.  Signs are permitted in the windows of the office 
provided they are temporary, removable and do not leave any resemblance of residue. 

8. No Tenant, employee or invitee shall go into the basement or upon the roof the Building. 
9. Tenant shall not suffer or permit smoking or carrying of lighted cigar, cigarette or 

electronic cigarette within the premises or the Building. 
10. Tenant shall not use any method of heating or air conditioning other than as provided by 

Landlord or any dedicated system approved by Landlord. 
11. Tenant shall comply with all safety, fire protection and evacuation regulations established 

by Landlord or any applicable governmental agency.   
12. Short term, hourly street parking is available for a fee between the hours of 8am and 5pm.  

Long term, hourly garage parking for a fee is also available.  Parking is the responsibility 
of the Tenant.  No permits will be provided to Tenants or clients. 

13. Tenant agrees to abide by the maximum occupancy requirement set by the Fire Marshal.   

Services and Amenities 

14. Hours for entry are:  24 hours, 7 days a week for offices.  General Tenantship may use 
the facilities from 8am – 7pm, 7 days per week. 

15. Equipment is not to be removed, damaged, or tampered with in any way.  If there is an 
issue with any equipment, please call 301-739-8577 ext 111. 

16. Late Fees:  $15 after 3rd late occurrence.  After the 5th late payment, Tenantship will be 
terminated.  
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17. Returned Checks:  $30 returned check fee.  After the 2nd occurrence, no check will be 
accepted. 

18. Animals are not permitted with the exception of properly registered service and therapy 
animals.  If you intend to utilize a service or therapy animal, you must complete the 
required form.  In addition, certification and a doctors prescription is required to be 
submitted with the form.  Form will be verified by a staff Tenant of the Landlord.   

19. Alcohol is not permitted on the premises. 
20. Tenant is required to label and date any food items in the refrigerator.  It is also requested 

that food items be removed by day 5.   Unlabeled or expired items may be disposed 
without permission.   

21. Tenants are responsible for placing the trash in the collection location.   
22. Office Tenants receive 250 black & white copies and 25 color copies per month.  General 

Tenants receive 200 black & white copies and 20 color per month.  Tenant should be 
mindful of the number of copies they are printing as Tenant will be billed for the 
overages which will be due the following month.  Overages will be billed for both office 
Tenants and licensee Tenants at the following rates:  $0.15 per black & white and $0.25 
per color. 

23. No hot plates are permitted on the premises.  A microwave will be provided and food 
may be heated.  Hot and cold drinks may be prepared using the Keurig or the water 
cooler.  

24. The conference room is available on a first come first serve basis.  Tenant will be 
required to reserve the room through the reservation system.  Tenants are not required to 
pay a fee.  Non-Tenants will pay a fee of _______ per hour for the conference room 
and/or video conferencing equipment.   

25. Lockers are available for day use only and may only be used by Tenants.  The lockers are 
on a time limit of 8 hours.  Please see How To manual on procedures. 

26. No materials may be left in the lockers overnight as the lockers will automatically open 
after the time limit. 

27. Limited office supplies are provided (ie, stapler, three hole punch, etc.) and Tenant agrees 
to use moderately. 

28. Tenant acknowledges that no one will be available to sign for deliveries.  The Landlord 
takes no responsibility for lost or stolen packages.  

29. Furniture may be moved within the premises, but must be returned to its original position.  
No furniture or equipment may be removed from the premises. 

30. Tenant shall not make or permit any noise that annoy or interfere with other Tenants or 
persons having business within the building. 

31. Tenant agrees to have no more than 3 guests in the areas at any given time.  If you have 
an employee, he/she must also have a Tenantship.  Guests are defined as clients, 
customers or other invitees who spend less than three hours at the space. 
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Cleanliness 

32. Tenant agrees to clean up after themselves and keep the premises in a neat and orderly 
condition.   

33. Tenant agrees to eat any and all food items at a desk and not a chair with a swivel desk.  
This is to keep the upholstered chairs clean. 

Internet Usages 

34. Any unlawful use of the wireless internet is strictly prohibited. 

Miscellaneous 

35. Landlord reserves the right to make such other reasonable rules and regulations as it may 
from time to time deem necessary.  Landlord shall provide Tenant with copies of any new 
and/or modified rules or regulations prior to the effective date thereof.  Tenant agrees to 
abide by these and such other rules and regulations. 

36. Landlord reserves the right to waive any of these rules or regulations, and/or, as to any 
particular Tenant, and such waiver shall not constitute a waiver of any other rule or 
regulation subsequent application thereof to such Tenant. 
 



City of Hagerstown, Department of Community and Economic Development 
14 N. Potomac St, Ste 200A, Hagerstown, MD, 21740 

(301) 739-8577 ext 111 DCED@hagerstownmd.org 

EXHIBIT C 
 

TENANT KEY ISSUANCE AND RETURN CERTIFICATE 
 

The undersigned Tenant hereby acknowledges:  
 
1. That the City of Hagerstown is designated as the Landlord for the agreed BüroBox property 
referred to herein;  
2. That the Tenant named below accepts the Keys listed below for the BüroBox;   
3. If a key is lost, stolen or damaged, a fee of $30 for office and $6 for keyless fob/card will be 
assessed to Tenant for replacement. 
4. That upon termination of this Agreement, all Keys will be returned to the Landlord. 
 
Issued to: _______________________________________ Date: _________________________ 
Tenant Identity: _______________________________ Office/Suite Number: _______________ 
Number of Office/Suite Keys Issued: _______   
Key FOB/Card #: ______________    
 
I accept custody of this Key(s) and I agree to abide by the terms and conditions itemized below: 
 
Tenant will immediately report lost or stolen Keys, to the City of Hagerstown Department of 
Community and Economic Development at 14 N. Potomac St, Ste 200A, Hagerstown, MD 
21740, or call (301) 739-8577 ext 111, or e-mail Burobox@hagerstownmd.org. In case of lost or 
stolen Keys, Tenant assumes financial responsibility to have the Key replaced, as deemed 
appropriate by the City of Hagerstown. 
 
Under no circumstances is this Key to be duplicated and that unauthorized Key duplication 
subjects Tenant to immediate Agreement termination. Tenant agrees not to loan Keys, nor to 
provide to unauthorized individuals, under penalty of immediate Agreement termination. Tenant 
agrees to use the Keys provided to enter only those areas where Tenant is allowed access under 
Tenant Agreement provisions. Upon expiration or termination of the Lease Agreement, Tenant 
shall return all Keys to the City of Hagerstown Department of Community and Economic 
Development. 
 
_______________________________________________________ _____________ 
Signature of person(s) authorized to receive/return Keys                     Date 
 
Key Return: 
 
_______________________________________________________ _____________ 
Signature of person(s) authorized to receive/return Keys                     Date 

 
 
 
 

EXHIBIT C 
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EXHIBIT D 
 

Wireless Network User Agreement 
 

All users of the BüroBox wireless connectivity agree to the following: 
 

Terms of Use 
Failure to follow the terms of use listed below may result in the patron being asked to sever his/her connections and 
termination of the Lease Agreement or License Agreement, at the Landlord’s discretion.  
 
1. Wireless users must not attempt to access or damage the network.  
2. While using the BüroBox connection, wireless users may not use the Internet in any way that 
violates a Federal or State Law.  
3. Wireless users must not behave in a manner that is disruptive to other BuroBox Tenants or 
staff. 
4. Earphones must be used if sound is to be activated through a wireless unit. 
5. Wireless users may not use the BüroBox internet services to display or disseminate sexually 
explicit materials.  
6. Wireless users must not impersonate another person online.  
7. Wireless network will required log-in information that is not to be shared with anyone. All 
users must have a valid Lease Agreement or License Agreement with the Landlord.   
 
• BüroBox staff Tenants will not be available to assist in troubleshooting any network difficulty.  
• BüroBox cannot guarantee that users equipment will be able to connect to the wireless network.  
• BüroBox assumes no responsibility for any loss or damages done directly or indirectly to 
personal data or equipment, or for any damage or injury arising from loss of privacy while using 
the wireless connection.  
• The wireless network is secure but it is still recommended to exercise caution when sending or 
receiving personal data over wireless connections.  
 
 
I Agree to the Terms of Use set forth above:          
 
Printed Tenant Name: ________________________________ Tenant ID#_____________ 
 
Signature____________________________________________  Date___________________ 
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REQUIRED MOTION
MAYOR AND CITY COUNCIL
HAGERSTOWN, MARYLAND

Topic:
Washington County Coalition Update - Mayor David S. Gysberts

(no packet material)

Mayor and City Council Action Required:

Discussion:

Financial Impact:

Recommendation:

Motion:
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