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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









