
TERMS OF 
EVENT 
SPACE 

RENTAL 

Art	Museum	of	Greater	Lafayette		
102	S.	10th	Street,	Lafayette,	IN	47905	●	(765)	742-1128	



	



I. About the Art Museum of Greater Lafayette

A. Mission and History

The mission of the Art Museum of Greater Lafayette (AMGL) is to celebrate the power of art to                  

inspire, instruct, challenge and build community through collections, exhibitions, events,          

educational and cultural programs. The Art Museum of Greater Lafayette is designated by the              

IRS as a charitable 501(c)(3) organization. The museum, which was founded in 1909, has been               

actively accredited by the American Alliance of Museums since 1982 and is the only accredited               

museum in Northwest Indiana. 

B. The Shook Gallery

The Mickey K. Shook Community Service Wing was added in 1988, to provide a community 

room, gallery and office space as a memorial to board member, Mickey K. Shook. While the 

Shook gallery’s primary purpose is to exhibit artwork, the multipurpose space may also be 

made available to the community and used for meetings, receptions, or other events. 

 If you wish to rent the Shook Gallery for an event, please contact the Programs and Events 

Manager, Katie Ribant, at katie@artlafayette.org to determine availability. 
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II. Event Space Rental Overview
A. Capacity

The maximum occupancy of the Space is 60 people seated or 90 people standing, in 

compliance with fire code regulations.  

B. Table & Chair Usage

Use of AMGL’s inventory of tables and chairs are included in the User’s event rental. The User 

should indicate on the Event Information Form if tables and chairs are needed.  A podium 

is also available upon request. Linens are not provided with the event rental. If the 

User wishes to rent additional or alternative furnishings for the event, they may provide 

their own furnishings or contract with an event rental company upon approval by 

AMGL. The User must then communicate and coordinate with both the ESS and 

event rental company representative to arrange for drop-off and pick-up times.

 X _________ I have read and agree to the terms outlined in Section II 2 

Regular gallery hours are Monday through Sunday, 11 a.m. – 4 p.m. For events occurring 

outside of regular operating hours, including set-up and tear-down time, additional staffing 

may be needed and after-hour fees may be applied. This will be up to the discretion of AMGL 

based on the needs and scale of the event. Events may not begin before 9 a.m. or end after 10 

p.m. If the event occurs outside of regular hours, the User will have no more than 1 hour prior

to the event for set-up, catering, deliveries, etc. (Ex. The User will be allowed to begin set-up at 

8 a.m. for an event beginning at 9 a.m.)  Please note that unless given prior written approval by 

AMGL to close the galleries, the museum will remain open to the public from 11 a.m. – 4 p.m. 

every day. However, the public will not be permitted to enter the Space during the event 

unless the User has designated that the event is open to the community. 

C. Hours of Operation and After-Hour Event Policy

For all of the sections that follow, the Art Museum of Greater Lafayette shall hereby be referred 

to as “AMGL”, and the individual or organization renting the space will be referred to as the 

“User”. The Shook Gallery will be referred to as the “Space”.  After reading and agreeing to all 

sections of the "Terms of Event Space Rental", the User shall initial the end of each section and 

sign their signature in Section IX. The User shall then proceed by reading and signing their 

signature on the "Event Space Rental Agreement". Both documents combined constitute the 

entire agreement and must be signed in order to execute the event rental contract. 
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III. Set-Up and Tear-Down

A. Staffing Requirements

An Event Support Staffperson (ESS) refers to any AMGL employee who is assigned to oversee               

the event. At least one ESS must be present for the entirety of the event as well as set-up and                    

tear-down.  

The ESS shall have the right to enter the Space at any time for any reasonable purpose, including                  

any emergency that may threaten damage to museum property, or injury to any person in or                

near the Space. 

B. Set-up/Tear Down Procedure

AMGL will provide tables and chairs upon request when available and the ESS will be               

responsible for the set-up and tear-down of tables, chairs, and all other equipment belonging to               

AMGL. The User will be charged a flat Set-Up and Tear-Down Fee based on the size of the event.                   

If the number of attending guests is expected to be equal to or less than thirty (30) people, the                   

fee will be $75. If the number of guests exceeds thirty (30) people, the fee will be $100. The ESS                    

may begin setting up as early as deemed necessary to prepare the event space; however, the User                 

may only be allowed entry as early as one (1) hour prior to the event for additional set-up. If the                    

User contracts a 3rd party caterer or works with an event rental company, they are also expected 

to arrive for set-up no earlier than one (1) hour prior, unless written approval is given by AMGL                  

for an earlier set-up time. 

The Space shall be provided by AMGL as-is and AMGL makes no warranty regarding the               

suitability of the Space for User’s intended use. Artwork may be on display in the Space during                

the time of the event. User and ESS must ensure that all tables, chairs, etc, are placed at least                   

three (3) feet away from all walls or pedestals containing artwork. No artwork is to be moved or                  

adjusted in any way. Event set-up and tear-down must not interfere with AMGL exhibits,              

classes, or other activities.  
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C. Event Decoration

All event decorations and rental items must be approved by AMGL. Decor must be freestanding               

or displayed on tables. Nothing may be adhered to the walls or ceiling in the Space. Glitter,                 

confetti, helium balloons, or other hazardous decorating materials are prohibited in all rooms of              

the museum. Flowers purchased from a retailer are permitted. The ESS must be informed 

prior to the event of the delivery of any goods, whether for decorating, catering, or other usage. 

Any decor or equipment belonging to the User must be removed by the end of tear-down. 

IV. Cleaning and Damage Liability

A. Cleaning and Trash Removal Expectations

ESS will be responsible for the clean-up and tear-down of the event. Trash receptacles will be                

made available for events involving food or beverages. Guests should be instructed to dispose of               

their trash and recycled materials in the proper receptacles. If a 3rd party caterer is hired by the                  

User and utilizes the AMGL kitchen workspace, then the caterer is responsible for cleaning and               

restoring the kitchen to the condition in which they found it. At the end of the event, the ESS will                    

remove all trash bags and place them in the dumpster at the South corner of the parking lot.                  

Trash bags are not permitted outside the receptacle per City of Lafayette code.  

B. Post-Event Inspection

After the completion of the event, the User shall leave the Space in the same condition as                 

received from AMGL. Following the event clean up and tear-down, the ESS and the User              

representative, (in addition to a caterer representative if applicable), will perform a Post-Event             

Inspection to ensure the event areas used have been properly cleaned and restored to their               

original state. After the event, the User representative should not leave the premises until first               

checking in with the ESS. An additional inspection will be completed during regular gallery              

hours in the days following the event to ensure no damage was done to AMGL property or                 

artwork. The AMGL Executive Director or Curator must sign off for the Post-Event Inspection to               

be complete.  

X _________ I have read and agree to the terms outlined in Section III 4 
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C. Liability for Damage

Along with submitting the Event Space Rental Agreement, the User must provide AMGL 

with a certificate of liability insurance by (a) an extension of the User's homeowners policy, 

(b) the User's business liability policy, or (c) purchasing a special event policy. The User is 

required to carry minimum liability coverage of $500,000.00 for each person injured, 

$1,000,000.00 for any one accident, and $1,000,000.00 for property damage. The 

User is required to provide AMGL with a copy of the User's certificate of insurance 

and must be received no later than 30 days prior to the date of the event. Beyond 

ordinary wear and tear, User shall be responsible for any damage caused by User’s use 

of the Space. The User assumes liability for any and all damages to the museum building, 

exhibits, artwork, and artifacts, and for any and all injuries to any person(s) that occur on 

AMGL property as a result of their presence while attending the event. If artwork is damaged 

at the fault of the User, its contractors, or its guests, the User will be responsible for 

paying AMGL for the retail value of the art. The User may incur additional charges 

relating to housekeeping, electrical usage, and damage to property or collections, 

including payments for any AMGL deductible insurance limits, in the case of excessive or 

extraordinary usage or damage.  

D. Cleaning and Damage Deposit

A Cleaning and Damage Deposit of $200.00 will be required to be paid at least thirty (30) days 

prior to the event. If the User passes the Post-Event Inspection, the Cleaning and Damage 

Deposit will be returned and refunded in full to the User within fourteen (14) days. However, 

should the User fail to clean up properly after the event or if damage occurs to physical facilities 

or works of art, the Cleaning and Damage Deposit will not be refunded. In the event of 

excessive damage to property beyond the amount covered in the Cleaning and Damage Deposit, 

AMGL will prepare an invoice regarding such charges and will submit it to User within thirty 

(30) days following the event. The User will have 30 days after the date of the invoice to pay the

balance for any such charges. AMGL shall arrange for repair at User’s expense.

AMGL must approve the User's means of providing food at the event and AMGL will provide the 

User with a list of approved caterers upon request. 

X _________ I have read and agree to the terms outlined in Section IV 5 
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All food and beverages served must be provided by a licensed caterer, restaurant, bakery, or be 

pre-packaged food purchased from a grocery store.  Catering arrangements are to be 

made by the User and the User is responsible for communicating with the caterer 

to ensure compliance with the set-up and tear-down procedures. Should a third 

party vendor be providing services for the event, including catering, bartending, or 

other any other service, the User will provide AMGL with a copy of the contract entered 

into with the third party vendor. The caterer must provide all personnel, materials, and 

supplies required for the service of food and beverages, including but not limited to, 

glassware, utensils, serving trays, etc. 

B. Alcohol Service Restrictions

If the User intends to have alcohol served at the event, a third party licensed caterer must be 

contracted. The caterer must provide proof of all required licenses and permits for food 

service and service of alcoholic beverages. Alcohol may only be handled and served by a 

caterer or bartender who hold the necessary permits licensed by the State of Indiana’s 

Alcoholic Beverage Commission. Unless given written permission by AMGL, alcoholic 

beverages should not be served while the museum is open to the public during regular gallery 

hours from 11 a.m. - 4 p.m. If alcoholic beverages are served, the User and third party caterer 

is responsible for ensuring that minors will not be served.  

Any caterer must carry commercial general liability insurance, including products, 

with minimum limits of at least $1,000,000 per occurrence. If alcohol is being served, the 

alcohol vendor/caterer must be approved by AMGL and must carry insurance coverage, either 

as part of a general liability policy or as a separate policy, for dram shop operations with a 

minimum limit of $3,000,000. All insurance policies shall be with a company acceptable to 

AMGL and shall name “The Art Museum of Greater Lafayette, its officers, agents, and 

employees” as an additional insured. All certificates of insurance must be submitted at least 

14 days prior to the event, to The Art Museum of Greater Lafayette 102 S. 10th Street, 

Lafayette, IN 47905. A caterer’s failure to provide certificates of insurance or copies of any 

required license or permit may, in AMGL’s sole discretion, result in the cancellation of this 

Agreement, and AMGL shall not be responsible for any losses incurred by User or User’s 

subcontractors as a result of such cancellation. 
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C. AMGL Kitchen Usage

Kitchen work space will be provided for User and Caterer upon request. The only available               

equipment that may be used by the User or Caterer in the kitchen are the sinks, table/counter                 

spaces, trash/recycling cans, microwave, warming ovens, and designated storage section in           

refrigerator. The ESS has the final decision-making authority in regards to the use of kitchen               

space and equipment. Use of glassware, dishware, utensils, or other kitchenwares that are the              

property of AMGL is prohibited. If a caterer is found using these items, User will be held                 

responsible for any replacement costs, and caterer will be placed on probation for future kitchen               

use. ESS will direct the set-up and tear-down of the event and work with caterer to ensure                 

proper use of kitchen space. Caterer and User are both responsible for the condition in which                

the kitchen is left after clean-up and will both be required to be present for the Post-Event                 

Inspection. Should kitchen be left in poor condition following event clean-up, and neither the              

User or Caterer is present for the Post-Event Inspection, a cleaning fee may be incurred and                

taken from the Cleaning and Damage Deposit. 

VI. Amenities

A. Audio/Visual

For events that require audio or visual capabilities, AMGL offers an A/V package for an 

additional flat fee of $50. This package includes set-up and tear-down and use of the following 

equipment: projector, screen, projector stand, microphone, PA system, and microphone stand. 

Electrical power and outlets in the facility are limited. Special electrical equipment provided 

by User or Caterer must be approved and arranged in advance with AMGL no later than seven 

(7) days prior to the event. For projector use, the User is responsible to provide their own

laptop as well as adapters should the laptop ports not be compatible with the projector. The 

User is encouraged to bring in their device to the museum to test out the connection prior to 

the event date. 

X _________ I have read and agree to the terms outlined in Section V 7 
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B. Museum Docent

If the User would like to incorporate a guided tour of the current exhibits into their event, they                  

may request the presence of one of AMGL’s trained docents for an additional flat fee of $50.                 

Guided tours are dependent on the docents’ availability, and may not be available for all events.  

C. Open Galleries

Unless closed during an exhibit changeover, all galleries are open to the public from 11 a.m. - 4 

p.m. If event occurs during gallery hours, guests are welcome to walk through and view the

exhibits. If the event occurs after regular gallery hours, the User must request access to have 

additional galleries open other than the Shook Gallery. Requests for additional gallery access 

must be made at time of event reservation. Access may be approved or denied for each 

individual gallery based on exhibit schedule and content. Guests are expected to respect artwork 

and avoid any areas that are partitioned off to separate galleries.  Food and drink is prohibited in 

the second floor galleries. 

D. Parking

Parking at AMGL is complementary and spaces are available in the parking lot directly in front 

of the main entrance, accessible from 10th Street. Additional street parking is available. AMGL 

will not be responsible for any catering or guest vehicles that are ticketed or towed.  

E. Coat Racks

AMGL will provide complimentary coat racks and hangers for guests upon User’s request. User 

must communicate with ESS no later than forty eight (48) hours prior to the event if coat racks 

will be needed. ESS will assemble coat racks in lobby prior to the event and will be responsible 

for disassembling them during tear-down.   

F. Restrooms and Elevator
Restrooms are available, including a unisex and wheelchair accessible restroom. An elevator to 

the second floor galleries is available for use by those in need and ESS will provide assistance. 

X _________ I have read and agree to the terms outlined in Section VI 8 
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VII. Additional Policies

A. Guest Behavior and Belongings

AMGL reserves the right to eject or refuse entry to any person or persons behaving in 

a destructive manner that might cause harm to event guests or AMGL property. AMGL will not 

be liable to the User or User’s guests for any damages that might be incurred in exercising 

this right.  Any belonging(s) left by the User or their guests will be treated as a “lost” item and 

placed in the lost and found for the owner to retrieve during regular operating hours. AMGL is 

not responsible for User or guests’ lost, damaged, or stolen articles. 

B. No Smoking or Pets Allowed

AMGL does not allow smoking on museum property, including inside the facility, outside the 

main entrance, or in the parking lot, except within the confines of a private vehicle.  Pets are also 

not allowed in the facility, except for service animals. 

C. Photography

While the use of flash photography is prohibited throughout the facility, the User and 

guests may still take photos of the event, provided that the flash is not used. However, 

any image reproduced of artwork in the museum for commercial purposes is strictly prohibited.  

D. AMGL Logo Usage

Use of the AMGL brand logo in marketing or promotional material must be approved by 

AMGL. If approved, AMGL will provide User with the logo file. 

E. Food and Drink in Galleries

Food and drinks are not permitted to be taken into the upstairs galleries. Food and drinks 

may be consumed in the lobby or downstairs galleries.

F. Music and Noise Level Restrictions

Any music performed or played in the facility requires written approval from AMGL.  If the 

noise level from music or conversation is deemed to be disruptive by the ESS or a noise 

complaint is received, the ESS has the right to control the volume of any music, and order the 

User and its guests to reduce the noise level of conversations.

9 X _________ I have read and agree to the terms outlined in Section VII
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VIII. Rates and Payment Schedule

A. Facility Rental Rate

The rental rate for the Space is $75/hour on weekdays (Monday through Thursday) or 

$100/hour on weekends (Friday through Sunday).  This fee includes use of the Shook 

Gallery for the duration of the event. A three (3) hour rental minimum is required. The User 

will be charged for the Facility Rental Fee from the first arrival time of the User’s 

representatives, User’s contractors, and/or User’s guests until the final departure time of the 

User representatives, User’s contractors, and/or User’s guests.  

B. Set-Up and Tear-Down Fee

The User will be charged a flat Set-Up and Tear-Down Fee based on the size of the event. 

This includes set-up and tear-down of tables, chairs, and coat racks. For events with a guest 

count less than or equal to thirty (30) people, the flat fee is $75. If the guest count 

exceeds thirty (30) people, the flat fee is $100 .  

C. Additional Labor Fee

For large-scale events or events taking place outside of regular gallery hours (11 a.m.- 4 p.m.), an 

Additional Labor Fee of $40 per hour may be incurred to provide an additional ESS at the 

event. It shall be left to the discretion of AMGL whether an additional ESS is needed for an 

after-hours event based on the timeframe and scale of the event. The total labor cost will be 

calculated based on the number of hours the additional ESS was required.  

D. A/V Package Fee

The User may add on an A/V Package for an additional flat fee of $50, which includes rental, 

use, set-up, and tear-down of the projector, screen, projector stand, microphone, PA system, and 

microphone stand.  

E. Museum Docent Fee

The User may request a museum docent for a flat fee of $50 to lead a guided tour of an exhibit 

during their event. Guided tours are dependent on the docents’ availability, and may not 

be available for all events.  
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F. Discounted Rate for Nonprofits and Museum Members

As a nonprofit art museum, AMGL also offers its members and other community nonprofit 

organizations the opportunity to use event space at a minimal cost. The Facility Rental Rate 

and the A/V Package Fee will be waived for (a) Individual Members at the Patron level ($500) or 

above, (b) Corporate Members, or (c) 501(c)(3) nonprofit organizations. Members and 

nonprofit organizations will still be responsible for paying all other applicable fees and the 

Cleaning and Damage Deposit. To qualify for the discounted rate, nonprofit organizations 

must provide AMGL with a copy of their tax exemption certificate.

G. Sales Tax

The Facility Rental Fee and A/V Package Fee are subject to a 7% sales tax as required by Indiana 

state law. The tax shall not apply to any other fees or the Cleaning and Damage Deposit. 

Individual and corporate members of the museum and nonprofit organizations renting the 

facility are exempt from the sales tax. Nonprofit organizations must provide AMGL with a 

copy of their tax exemption certificate.  

H. Payment, Deposits, and Due Dates

An event rental reservation is not confirmed until the contract has been signed and submitted to 

AMGL along with a 50% deposit of the total rental cost. The remaining 50% is due thirty 

(30) days prior to the event along with the $200 Cleaning and Damage Deposit.

Unless the User fails the Post-Event Inspection, the User will receive the Cleaning and Damage 

Deposit back in full within fourteen (14) days following the event. Checks for all payments 

should be made payable to the Art Museum of Greater Lafayette. The User is additionally 

responsible for paying any fees incurred as a result of bounced checks. A late fee of 1.5% per 

month will be added to all accounts that are overdue.  

I. Cancellation Policy

The User may cancel the Event by notifying AMGL at least thirty (30) days or more before the 

event date. In such case, AMGL shall refund the User the full amount of the deposits the User 

has placed. If the User cancels the event within thirty (30) days of the event date, AMGL shall 

have the right at its discretion to retain the full amount deposited.  

X _________ I have read and agree to the terms outlined in Section VIII 11 
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 IX.  Signatures

IN WITNESS THEREOF, the Parties have read and agreed to the above terms and caused this 

Agreement to be executed the day and year first above written. 

LICENSEE

___________________________    
Printed Name  

_____________________________    
Title  

_____________________________
Organization

_____________________
Date

___________________________________________ 
Signature 

LICENSOR: ART MUSEUM OF GREATER LAFAYETTE

____________________________ 

Printed Name  

________________________________

Title

_____________________
Date

________________________________________    
Signature 

12 

katieribant
Highlight


	AMGL Event Space Rental Overview - BP
	AMGL Event Space Rental Overview
	Event Rental Agreement Cover Page
	AMGL Event Space Rental Contract - Draft 4pdf

	Blank Page

	Blank Page



