MASONIC CENTER – RULES AND POLICIES

FOR PUBLIC RENTALS

Ballroom reservations

Reservations may be made by completing the Room Lease Agreement and the Reservation Request Form.  The completed forms and the proper deposit amount must be submitted to the Masonic Center management office.  All reservation requests for use of our facilities require approval by our Board.  The management office will submit the date request for approval, and a confirmation letter will be sent to the Lessee.

Deposit

A deposit of $250 is required to hold the ballroom.  This deposit is credited to the total balance owed for the rental of the room.  The deposit will be refunded for cancellation if done six (6) months prior to the scheduled event.

Rental Fee
The balance of the rental fee for the ballroom is due one (1) week prior to the event.

Ballroom use/kitchen use

Rental of the ballroom includes use of the 3rd floor ballroom area only.  However, the lobby, coatroom, and adjoining restrooms on that floor may be used.  The handicap accessible restrooms are located on the 1st floor of the building.  If guests wander out of the rented areas, due warning will be given by the Masonic Center staff that the function is subject to closing.

Food and drinks may not be taken out of the ballroom area. 


Ballroom rental includes use of:

· Tables and chairs

· Portable bar (ice provided at no charge)

· Portable bandstand/platform

· Refrigerator

· Podium

· PA system

· Piano

· Projection screen

Table and chair set-up

If a special table and chair arrangement is needed, a set-up sheet must be given to the Masonic Center management office at least four days in advance.  If the building’s schedule allows, our staff will arrange the tables and chairs on the day before the event at no additional charge.  Use of any items listed above, must be indicated on the set-up sheet.

Ballroom rental does not include:

· Use of dishes, utensils, or cooking equipment

· Use of any kitchen equipment, except refrigerator

Summer rentals

The ballroom may be rented during the warm weather months.  The kitchen and dining areas are not air-conditioned; however, fans are available to use during the event.

Catering

If food is to be served in connection with the room rental, a contract must be made with a caterer from our preferred caterer list.  A list of the preferred caterers will be provided to the Lessee.  Any agreement between the Lessee and the caterer is strictly between the two parties, and the Masonic Center takes no part in, or accepts no liability for, any of the terms or the performance of the obligations of that agreement.

Alcohol use

Alcohol may be served at events; however, certain regulations and guidelines apply to all events held in the Masonic Center.  An approved bartending service must be used. 

*Cash bar – a cash bar may not be set-up in the Masonic Center without proper licensing.

Rental equipment

Rented items may be brought into the building, which may include tables, linens, decorations, etc.  Rental items are the responsibility of the Lessee; therefore, arrangements for delivery, set-up, or pick-up must be made between the Lessee and the rental company.  If special arrangements need to be made to coincide with the building’s schedule, notice must be given to the management office as soon as possible

Decorating

If the building’s schedule allows, decorating the ballroom may be done in advance on the day before the event.  Decorations that may damage the room in any way may not be used.  Glitter is not allowed in any area of the building.  Tape may not be put on any walls of the building areas (see set-up sheet).  Table coverings are not included with the rental of the room.

Smoking

The Masonic Center is a smoke free building.  Smoking is prohibited in all areas within the building.  Smoking is also prohibited within 10 feet of any entrance, window or ventilation system.

Table settings and flatware

Dishes and utensils may be rented from a caterer or a rental company.  Paper products may also be used.

Clean-up

The Masonic Center staff will clean the rented area after the event.  If items are left to pick-up later, arrangements must be made with the management office; otherwise, the room will be cleared and all decorations discarded.  Any items left on the premises are left at the Lessee's own risk, and the Lessor will not be held responsible for such items.  Extraordinary decorations or large items that need to be disposed of are the Lessee's responsibility, and arrangements for disposal should be made by the Lessee.

Security attendant(s)

One or two security attendants will be scheduled to open and close the building on the day of the event.  The attendant(s) will make regular inspections of the rented areas and the parking areas.  If assistance is needed at any time during an event, the attendant’s desk is located in the main entrance hallway.

Parking

Our Masonic Center has three parking areas:  the John Street lot, the Lafayette Avenue lot, and the lower level Fulton Street lot.  Parking is provided on availability basis.
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