PRESCOTT TAVERN CONTRACT

Policy & Procedures for Using the Prescott Tavern
PLEASE FOLLOW THE BELOW PROCESS TO ENSURE THAT YOUR EVENT IS RESERVED PROPERLY.

1. Tentatively reserve the space with the Event Services and Summer Programs Office by completing the Facility Request Form https://intranet.hampshire.edu/forms/viewForm.php?id=518
 Tentative reservations will be held for a maximum of 10 business days.  Space will be released if contracts have not been received by the appropriate departments.  
2. Once space is confirmed by Events Services please print Prescott Tavern Contract and complete necessary information 

3. Staff and faculty must submit signed contracts to Event Services and Summer Programs Office to complete reservation.  An Event Services office representative will sign contract to confirm reservation.  
4. Responsible party must sign the key out from the Campus Leadership & Activities Office.  The building will not be unlocked or locked by Public Safety. 
________________________________________________________________________

Event Services and Summer Programs Office – ext. 5610

Campus Leadership & Activities – ext. 5751

Responsibilities

1. Responsible party is accountable for requesting any specific set up needs through Event Services a minimum of 10 business days prior
2. All catering for the must be arranged through Bon Appetit Catering Services. Please call extension x6235 .  Please contact Catering Services as soon as the space has been confirmed.  A minimum of 5 business days is required.

3. All media services needs must be arranged through Media Services at extension x5435.  Please contact Media Services as soon as the space has been confirmed.
4. Any equipment that is being brought into the Tavern needs to be set-up and removed at the end of every event. Nothing may be stored over night in the facility.

5. Events may be scheduled Monday-Friday 8:30am-4:30pm. 
6. At the end of the event it is your responsibility to lock the doors and return the key to the key box outside of the tavern. 

7. Failure to follow these group responsibilities may result in loss of space usage for future events. 
8. Any cost related to damages to the facility and its contents are their responsibility of the group using the space.  Excessive cleaning will also be charged is necessary.
Thank you,

Event Services and Summer Programs Office 
Campus Leadership & Activities
Date of event: ______________________________________

Time: _____________

Budget number: ____________________________________

Responsible Party: __________________________________

Date: _____________

Event Services and Summer Programs Office:

___________________________________________________
Date: _____________ 

