
Boca Raton Community High School 

1501 NW 15th Court, Boca Raton, FL 33486 

 

For Non-Profit Organizations – to be eligible for the non-profit rate, the following 

documentation is required.  If you are unable to provide the required Non-Profit documentation, 

are a Corporation, or an individual, you will be charged Commercial Lease rates, plus State and 

County Sales Tax, plus applicable labor billing rates. 

 Documentation of Non-Profit Status (IRS Letter granting 501(c)(3) Status) or State of 

Florida Corporation Status (sunbiz.org) showing active non-profit status. 

 Sales Tax Exemption Certificate (if applicable). 

 Liability Insurance: Provide a copy of current Certificate of Insurance (COI) policy with 

the “School Board of Palm Beach County” named as the certificate holder (see also 

Sample Lessee COI included herein). Be sure: (a) each occurrence limit is a minimum of 

$1,000,000; (b) medical minimum is $5,000; and (c) general aggregate minimum is 

$2,000,000. When requesting the COI, be clear that the COI certificate holder is the 

“School Board of Palm Beach County” and NOT the name of the school (Boca Raton 

Community High School). 

 Facility Space Utilization and Leasing Request (Google Form) MUST be completed as 

part of the initiation of the Leasing process: https://forms.gle/nJ4TES2QDAKVuoiu5  

For Corporations or Other Businesses –  

 Current (active) Business License or State of Florida Corporation Status (sunbiz.org) 

showing active status. 

 All Other Checkboxes Above. 

For Individuals –  

 If you DO NOT have a COI, you may purchase Vendor Liability Insurance through the 

School District. 

 All Other Checkboxes Above. 

 

*** All Leases MUST be APPROVED and SIGNED at least seven (7) days prior to lease 

execution and PAID IN FULL two (2) or more days prior to start date. Leases are subject to 

approval by the School Principal and School District of Palm Beach County and may be 

CANCELLED for NOT meeting approval criteria or payment conditions*** 

  

THE FOLLOWING DOCUMENTS ARE REQUIRED FOR LEASING FACILITY SPACES AND MUST 

BE READY IN ORDER TO INITIATE THE LEASING PROCESS. 

Documents MUST be submitted electronically, preferably at the same time, via email to: 

shawn.servos@palmbeachschools.org & annette.manfredi@palmbeachschools.org  

IMPORTANT for ALL Non-Profit, Corporate, or Business Leases: 

ALL supporting documentation submitted must bear the SAME organizational name that is 

leasing (paying for) the facility space(s). 
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