

Once Upon a Time Events LLC
Event Contract

(PLEASE PRINT CLEARLY)

Clients: ____________________
Address:________________________________________

City:_____________________________ State:__________Zip:__________
Tel:_________________________ Email: ___________________
Event Date: 
Proposed Event Start and End Time: 
Check In Date/Time: ____________ (earlier subject to availability)
Check Out Date/Time: __________________
Est. # Event Guests __________________ 
Venue Rental Fee: $3500.oo
Deposit Amount:  $1166.67
Balance of $2333.33 due within 60 days of your event
Once Upon a Time Events and the Above Client Agree to the Following

Rental Policies and Procedures

Included in rental (up to): 

175 white wooden Chiavari chairs

20- 60” round tables

8-6’ rectangle tables

1 hour for rehearsal to be co-ordinated with Once Upon a Time management based on availability 
Complimentary 1 hour planning meeting prior to event

Complimentary 1 hour meeting time with vendors/family 
Use of Audio/Visual equipment including movie screen, projector, sound system, wifi
Beer cooler, commercial refrigerator and warming oven
*additional time can be arranged by Once Upon a Time management for an additional fee 

· Alcohol: Alcohol may be served by entering into a contract with our exclusive vendor Peak Beverage. Once Upon a Time Events requires a copy of the contract with Peak Beverage at least two weeks prior to your (client’s) event.  If this contract is not in the possession of Once Upon a Time Event LLC, client agrees to purchase an event liability policy of insurance indemnifying Once Upon a time Events for liquor liability in the amount of $1,000,000.00 or no alcohol will be served. Client agrees to comply with Colorado law to refuse service to any guest who appears to be intoxicated.   Violation of any policies will result in forfeiture of the deposit. Once Upon a Time Events, does not serve alcohol, does not sell alcohol & does not promote the use of alcohol at events.

. Insurance: Once Upon a Time Events requires you, (client) to provide a single day insurance certificate with  minimum liability coverage in the amount of $1,000,000.00 for the date of the event.   
· Caterers: You are welcome to bring in the caterer of your choosing. Caterers (or a person designated by the client) are to be responsible for clean-up of food waste and any area used for food prep/serving, including kitchen and garage after the event. Once Upon a Time Events will provide trash receptacles and liners for your use. All event garbage must be placed in the dumpster provided for you in the parking lot. All left over food, drinks and dessert must be wrapped, covered or thrown away in a closed garbage bag, and not left overnight. (Flies) If you provide you own catering or prepare your own food, Once Upon a Time Events is not responsible for any damage or injury resulting from food borne illness.

· Delivery and Pickups: ALL ITEMS MUST BE REMOVED DURING THE CONTRACTED HOURS BOOKED (This includes flowers, linens, dishes, candles, etc.) Extra tables, tents and other rental items are to be delivered and picked up on the day of the event during the hours booked unless special arrangements have been made and agreed upon by management in writing prior to the event date. It is the client’s responsibility and should be coordinated with the necessary people to be certain that Once Upon a Time Events is accessible during the time in question. 

· Theft and/or Damages to Property: Once Upon a Time Events will take legal action against anyone who maliciously causes damage to the facilities. Notice is hereby given that you, (client) will be held financially responsible for any destructive actions of your guests. 
 
·  Displays and Decorations are allowed but cannot be permanently attached (no nails, staples, or tacks) to walls or ceilings, inside or out. Adhesive tape or 3M hooks are the only acceptable form of attachment. No confetti is allowed inside or outside. No synthetic rose petals are allowed outside. All candles are limited to electric or contained flame, to be carefully managed and  placed in containers that prevent dripping wax. Sparklers may be used only when Elbert County allows.  
· Smoking is not permitted in the Event Barn. Smoking is allowed only in the outside designated smoking areas and waste must be placed in the appropriate receptacles. Please encourage your guests to be responsible when smoking outside. Due to times of drought conditions, irresponsibility could result in wildfires. Excessive amounts of cigarette waste found on the grounds after the event will result in a deduction to the security deposit. Any smoking inside the building will result in forfeiture of the security deposit. No Exceptions!
· Safety: We will not assume liability or responsibility for the safety of clients, guests or invitees brought to Once upon a Time Events. Please watch children carefully around the water features and animals. 
· Cleaning & Security Deposit for Basement: Once Upon a Time Events charges a non-refundable $100 event cleaning deposit if you choose to rent any part of the basement in the residence. We also require a $500 security deposit which will be refunded after the event barring any damage/excessive cleaning. To avoid deductions from the security deposit, all areas used, inside and out, are to be left clean of debris, including decorations. All event garbage must be placed in the dumpster provided for you in the parking lot. When moving heavy equipment and furniture, care is to be taken not to damage the floors. Please make sure you keep us informed of any address/email changes to avoid a possible delay.
·
 Deposit· Cancellation Policy: On the day that we receive your deposit, we begin telling other parties that your date is no longer available. Therefore, cancellations made 181 days or more prior to the scheduled event will result in the loss of the security deposit plus 25% of fees paid to date. Cancellations made between 180 days and 91 days prior to the event will result in the loss of the security deposit plus 50% of fees paid to date. Events cancelled less than 90 days prior to the event will receive no refund of fees paid. Please don't ask us to make an exception for your cancellation. All cancellations must be received in writing to be considered valid. If you need to move your date, The Inn will do everything possible to accommodate that based on availability. 

· Force Majeure: In no event shall we be liable for consequential damages of nature for any reason including but not limited to weather, malicious damage, etc. Should an emergency make it impossible for the facilities to accommodate you and your guests, your event may be rescheduled, however should you choose not to reschedule, 50% of your total rental fees will not be refunded.

· Rights: The use of Once Upon a Time Events is a privilege, not a right. Please remember that you are guests on private property. We ask that all guests show proper respect to the staff and facilities. We reserve the right to observe all private functions and to cancel any event which goes beyond the bounds of propriety. In such cases no refund will be made. We will not assume liability or responsibility for personal injuries, damages to, or loss of personal property, equipment, merchandise or articles left at Once Upon a Time Events prior to, during, or following a function. Anyone being disrespectful will be asked to leave the premises and if compliance is not immediately forthcoming, the authorities will be called to assist and the event may be cancelled.


I/We have read the above policies and understand them.

Signature of Client or Clients and Printed Name
______________________________

Date of Contract

______________________________
Email Contact for Client

______________________________

Phone Contact for Client

_____________________________

_____________________________

_____________________________

US Mail Address for Client

