o

Cultural Arts
Municipal Building

Room Rental
Information Guide

GET IN TOUCH

Kara Mewhinney Director of Cultural Affairs
O: 508-301-1913 E: kmewhinney@harwich-ma.gov
C. 774-212-3482 W: 204sisson.com / harwichculture.com



CAPE COD . CAFE COTY
FOETRY REVIEW FOETRY REVIEW

MONOMOY
MEETING ROOM

The Monomoy Meeting Room can
accommodate up to 12 people in a
roundtable style. Renters can also do
classroom or theater style with
chairs depending on the needs of
the room and space.

The Meeting room is equipped with a
TV with HDMI connection for Laptop,
Wifi, and White Board with markers.
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LOUNGE MEETING SPACE
RATES
$100/hour Off the Creative Suite is the Room is perfect for board
lounge available for two to meetings, private meetings,
ADD ONS sit. You have access to a small workshops and
mini fridge, microwave, classes.

Projector/Screen $25 Keurig, and electric kettle

www.204sisson.com 508-301-1913 kmewhinney@harwich-ma.gov
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LIBRARY

ALLEN HARBOR
GALLERY

The library is the largest multiuse space
available. Able to accommodate groups
up to 150 in various floor plans. Lecture,
Workshop, Class, Meeting, Performance

The walls are suited with a Clip Rail Pro
system for gallery use. Host your next
show in the Allen Harbor Gallery at the
204!

RATES MEETING ROOM EXHIBIT SPACE
$100/hour Variable Floor Plans Have your next show at the
Up to 150 guests 204! with an art track
ADD ONS Utility Sink and Storage hanging system around the
Wifi room your work will look

Projector/Screen $25
Portable Sound $150

professional.

www.204sisson.com 508-301-1913 kmewhinney@harwich-ma.gov
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PERFORMANCE
AND EVENT SPACE

Main Stage: 16" depth x 36" width
Apron: 7 depth x 20" width

Wings: 17' depth x 11" width

Seating: 40" depth x 61" width 235 Total
Orchestra Left & Right: 64 seats each
Orchestra Center: 107 Seats

Rear Curtain-against wall
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www.204sisson.com

PRIVATE DRESSING ROOM
Stage access to the green room allows an ease of entrance
for performers. With a private dressing area and lounge
space relax before and after the show. Access to the locker
rooms for private restrooms are available upon request.

AMENITIES

Wifi both secured and public network. Green room has
TV [ Wifi for performers and renters. Currently no showers,
sound or light systems available. As is Condition.

508-301-1913 kmewhinney@harwich-ma.gov



MEETING SPACE

Our Green room is perfect for those
larger meetings that need a more
private access space. With restroom
access this space can
accommodate up to 30 people in
various seating arrangements.

The Meeting room is equipped with a
TV with HDMI connection for Laptop,

and Wifi.
RATES PRIVATE DRESSING ROOM
$100/hour When the Auditorium is in use the Green Room serves as the

dressing room for those performers. This space is a multiuse
ADD ONS room with many purposes.

Projector/Screen $25

www.204sisson.com 508-301-1913 kmewhinney@harwich-ma.gov



WHYCHMERE HARBOR
MEETING ROOM

MEETING SPACE

The former cafeteria is available for meeting, classroom, or workshop space. This room is
able to accommodate groups up to 100 in various floor plans. Lecture, Workshop, Class,
Meeting, Performance etc. Utility sink is available for use when needed.

WHYCHMERE LOUNGE

The smaller room off the Meeting room is available as a lounge keep it as a private work
space or stage during your event. Use for breakout sessions or rent alone as itself. The
space is equipped with tables and chairs along with a bulletin board.

RATES
$100/hour AMENITIES
Wifi is available for both rooms
ADD ONS

Tables and chairs are provided
Projector/Screen $25 Utility sink available
Portable Sound $150

www.204sisson.com 508-301-1913 kmewhinney@harwich-ma.gov



GYMNASIUM

OPEN SPACE

The Gymnasium is a open space with a newly finished floor that is available for use on
many levels. From Dance Classes, to Recreation Programs, Craft Fairs, Exhibits and more
this space is one that is a sure fit for your next event. The Gym measure 100" long by 50
wide. There are no bleachers or chairs. Folding chairs can be made available for
spectators if needed, or bring your own.

RATES
$100/hour

ADD ONS AMENITIES
Projector/Screen $25 Locker Rooms with bathroom and changing
Portable Sound $150 access for rentals only.

www.204sisson.com 508-301-1913 kmewhinney@harwich-ma.gov



The 204 Cultural Arts Municipal Building

204 Sisson Road, Harwich MA

Department of Cultural Affairs / Harwich Cultural Districts

Below you will find information on how to proceed with renting space at The 204. No space is
guaranteed and is open to availability and if it works for the space. Not all events will be
permitted on town property. Please be advise it is the sole discretion of the Director of
Cultural Affairs to rent and book the facility under the advisement of the Town Administrator
and the Board of Selectman. These booking procedures are used to be the best practice for
event rentals and will serve as a way to inform interested parties what it takes to rent space.
All space is as is. Schedule your appointment today to discuss the event application and take
a tour. The Director of Cultural Affairs is open to working with new and former renters of the
space.

Pre Booking
e Phone Interview with Director of Cultural Affairs
¢ Site Tour and Visit to discuss event and layout
e Schedule dates and times
¢ Discuss Rental Rates and Estimate
e Complete Application

Required Deposit and Payments
¢ For all events a non refundable deposit of $100 is required to hold the date. Deposit
gets applied to your event balance
¢ Balance for event is due within 7 days before event
¢ Rates are $100 per hour with a Labor fee of $45 an hour for evening and weekend
events

Required Documentation
¢ Signed Application
o Completed and submitted with deposit for event date
¢ Signed Contract
o Completed and on file with the Cultural Affairs Department
e Copy of Certificate of Insurance
o Required proof due 14 days prior to event date
o General Liability Insurance $1,000,000 Bodily Injury & Property Damage
Liability per occurrence/ $2,000,000 aggregate with the Town of Harwich listed
as additional insured.
o Liquor Liability if serving alcohol is at least $1,000,000 each occurrence
/51,000,000 aggregate with the Town of Harwich names as Additional Insured.
¢ Copy if TIPS Certificate
o Required proof 14 days prior to event



o All Events servmg Alcohol must be compllant
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e Copy of Massachusetts Crow_;:l Manager Certlflcate
o Any and all events that are open to the public require certification
o Requ1red proof 14 days prior to event

Licensing Requirements

In order to meet licensing requirements these applications must be submitted 30 days before
your event to ensure you may be able to obtain a permit. Please note that the Select Board
schedule changes during the summer and winter. This is imperative to watch meeting dates to
ensure you can get your permit in time.

e Board of Health
o One Day Event Permit

1-Ma. ﬂ:‘%w n

e Select Board
o Liquor License/Special Event Permit
o Complete and submit to the Town Administration Office
» Liquor $50
= Special Event $25
¢ Questions can be addressed by the Town Administration Office

Marketing

e Renters are responsible for their own marketing of their event

¢ The renters will receive a free web listing under our Upcoming Events Page on
204sisson.com

e Asocial media blast will be made on behalf of the 204 regarding the event

o We ask that all renters Tag @the204 or @204Sisson when putting using social media

e Ticket Links and other details regarding the event should be submitted to the Director
of Cultural Affairs

e If the event has sponsors and you are in need to display banners, cars or other items
related to this program please do not hesitate to contact us to see what limitations
their may be.

Detail Requirements
e The Town of Harwich Police and Fire Departments reserve the right to determine if an
event will incur a detail requirement. These parameters will be set by the respective
departments and details will be provided and paid for by the renter

Cancellation Clause
e At any point The 204 Cultural Arts Municipal Building can terminate the contract with
the renter. Terminations and cancellation of the contract can come from a variety of
reasons ranging from but not limited to damage of the facility, not meeting facility
expectations, violation of rules and regulations.



Audio and Technology
e At the 204 we do have limited available items for the use of Audio and Technology for
events. We do ask that you provide your own system for any event. If you are in need
of equipment the facility has the following. Any use of these items will incur a $150
technology fee to any event rental.
o 2 portable sound systems
2 Wireless handheld Mics
2 Microphone Stands
1 Lapel Mic
XLR Cables
Projector
Screen
HDMI Cable
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Vendors
¢ Any and All vendors coming into the 204 Cultural Arts Municipal Building to provide
services for a renter must be vetted by the Director of Cultural Affairs. Insurance for
each vendor must also be provided.

Facility Rules and Regulations

Smoking Is prohibited in the facility and within 25 feet of Town Property

The use of Pyrotechnics are strictly prohibited

The use of Haze or other smoke machines are strictly prohibited

Alcohol license must be completed within 30 days of the event and submitted to the

Select Board for Approval, No alcohol will be allowed on site if there is not a license

Only prepackaged foods can be sold without obtaining a food service permit. The

following foods are prohibited: Cotton Candy, Snow Cones, and Peanut Shells

Glitter is prohibited. If glitter is used renter understands that there is an additional

$150 cleaning fee that will be charged. If not pay the renter will not be allowed to

book at the facility for future events

Renters are responsible for their own security, ushers, and other volunteers

Open flame candles are prohibited

Fire exits and Crowd Manager message must be played before start of performance

30 day notice is required for cancellation to avoid any fees

Renters must be transparent regarding their time needs, load in, performance, and

load out times must all be noted. The staff is scheduled based on the times that are

detailed per each event. You will run the risk of not gaining access when needed if

those times are not scheduled

» Renters are responsible for their own event set up and breakdown

» The Town of Harwich is responsible for providing one staff member to oversee the
facility during the event

» Overnight parking is not allowed on site unless written permission is obtained

» Rates are subject to change at the discretion of The Town of Harwich
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