PELHAM CIVIC COMPLEX

BANQUET HALL & MAIN ARENA CLIENT RENTAL POLICY

EVENT TIMES: Set up, starting and ending times are strictly adhered to by the PELHAM CIVIC COMPLEX.
Client will be charged $100.00 per half hour should they go over the specified time.

PAYMENT: The PELHAM CIVIC COMPLEX requires a deposit to guarantee rental space. Event fees are to
be paid one week prior to the event. Consumption items will be billed separately, due upon receipt.
Payment may be made by VISA, MASTER CARD, DISCOVER CARD and AMERICAN EXPRESS, in addition to
personal checks and/or cash.

GUARANTEE OF ATTENDANCE: A tentative attendance number should be specified fourteen (14)
calendar days prior to event for catering, facility scheduling and set up purposes. A final guarantee for

facility use is due seven (7) calendar days prior to event. Final guarantee for food and beverages are due
seventy-two (72) hours out. This number is considered by catering as a minimum guarantee and not
subject to reduction. Charges will be based on this number unless the final number goes over the
guarantee. At each event, our staff will conduct a head count and the final billing will be based on that
count, not the minimum guarantee.

FOOD: The PELHAM CIVIC COMPLEX has an in-house caterer. Menu selections are requested thirty (30)
days prior to an event and required fourteen (14) calendar days from an event. In order to provide
optimum services for your event, only one menu may be selected for an event. No client or patron
attending an event is allowed to bring in food or beverage into the complex. Visit our website for a

complete list of menus: www.pelhamciviccomplex.com

MENU PRICE INCREASES: Due to changing prices in the food market place, prices on menus are subject

to change without notice.

TAXES AND GRATUITIES: The PELHAM CIVIC COMPLEX is owned and operated by the City of Pelham,
therefore, there are no taxes assessed on your event. Catered events incur 20% gratuity fee.

SECURITY: The complex will arrange for security to be present during your event, if required. The fee of
$30.00 per hour, per officer, with a minimum of four (4) hours and is payable prior to event.

CANCELLATION POLICY: Cancellation of an event ninety (90) days prior to the event must be made in
writing in order for a deposit to be refunded. After the ninety day time period the deposit will be

forfeited and any charges that have been incurred by the PCC will be the responsibility of the client.



RESTRICTIONS:

* C(lients are expected to leave the banquet hall and lobby area in its original state of when
rented. A clean-up fee of $200.00 will be incurred for all clients not adhering to this policy.

¢ All signs must be free standing from floor up

* No tape or tacks of any kind are allowed on the banquet hall walls

¢ Allroom set ups are to be decided 14 days prior to your event.

* No balloons, confetti, glitter, or loose live flower petals are allowed in the banquet
hall/lobby

* Candles are not allowed in the banquet hall/lobby

* No furniture is to be moved in the lobby

DAMAGE, INSURANCE & LIABILITY

*  The client assumes full responsibility for and shall pay/reimburse the Complex, City of
Pelham for any and all damages or loss caused by client, guests, invitee and/or any person
or organization contracting with client to provide any service or goods before, during or
after the function, or by any other person or persons on premise during client event

* Client shall indemnify and hold Pelham Civic Complex/City of Pelham safe and harmless
from damage or liability for damage or injury to the person or property of Pelham Civic
Complex/City of Pelham or any person or entity

* The Pelham Civic Complex/City of Pelham is not liable for loss or customer’s equipment or
possessions of a customer’s guests before, during or after an event. The complex will make
every effort possible to locate lost items but cannot be held responsible for these items.

* In the event the Pelham Civic Complex/City of Pelham finds it necessary to employ an
attorney to enforce any of the provisions of this agreement or to recover damages resulting
from clients’ use of the premises, client shall pay a reasonable attorney’s fee to the Pelham
Civic Complex/City of Pelham.

PELHAM CIVIC COMPLEX
500 Amphitheater Road | Pelham, AL 35124 | 205.620.6448 | www.pelhamciviccomplex.com



