
MUSCATINE ART CENTER


CONFIRMATION OF FACILITY RENTALS
Please fill out this form and return it to the Art Center to confirm the reservations. 
Processing fee, damage deposit & rental fee payments are due at the time the reservation is made.  
Contact Date:  ______________________________________________________
Name of Organization/Group: _________________________________________________________________________________

Contact Person: _________________________________Address: ____________________________________________________
City: _________________________  State:  ______________  Zip: __________________   Phone: _________________________
Event scheduled________________________________________  Time: ______________    Number attending: _______________ 
Facilities required:  (please check) No private parties are allowed in the areas listed below.
_____ Music Room $25.00** (fire code restricts seating to 84) 
_____ Stanley Gallery (receptions) **$50.00 rental fee provides reception table with tablecloth
_____ Studio ‑ $75.00** 

_____ Art Reference Library (Board Room) - $25.00**

__X__ Non-refundable processing fee for all rentals - $5.00 

__X__ Damage Deposit for all rentals - $50.00
The $5.00 non‑refundable processing fee is required at the time reserva​tions are made.  This fee is for all areas.  If the fees are not received within 10 days of the contact date the reservation will be removed from the scheduling calendar. A $50.00 DAMAGE DEPOSIT IS ALSO REQUIRED WITH ALL RESERVATIONS.  PLEASE MAKE A SEPARATE CHECK FOR THIS DEPOSIT.  This check will be returned at the end of your program if no damage has been incurred. 
**Hours facility areas are available for rent coincides with the Art Center’s operating hours.  Clubs, organizations and educational groups may rent the interior facilities; no private parties are allowed inside the facility.
Photographs may only be taken in the facility with the express written consent of the management.
Smoking is prohibited in the buildings and on the grounds, sidewalks and parking areas of the Muscatine Art Center. Smoking is only permitted in personal vehicles and on the front sidewalk along Mulberry Avenue.  Please see that your guests comply.  For more information or to register a complaint call 1-888-944-2247 or visit www.iowasmokefreeair.gov.
Cake, any foods with frostings and red punch may not be served inside the facili​ty.  Foods must be kept within a "finger food" category. The group rent​ing the facility must provide all foods, beverages and disposable supplies.  We also ask all parties using the facilities clean up their areas of use.  Variances from the rules of food, bever​ages, and clean up will result in the damage deposit being retained by the Art Center.
For Office Use Only:         

         Deposited:

Processing fee pd.
_________     __________

Rental fee pd.

_________     __________

Damage deposit pd.
_________     __________
Thank you for selecting the Muscatine Art Center for your event.  The staff will be happy to answer any questions you have concerning use of the facilities.   For further information please call 563.263.8282.  Art Center hours are as follows:
Tuesday, Wednesday and Friday, 10 am to 5 pm; Thursday 10 am to 7 pm; Saturday and Sunday, 1 to 5 pm; Closed Mondays & Holidays
I hereby acknowledge that I have read the above requirements for the facility and will honor the terms of this agreement. If renting the Japanese Garden I have received the wedding policy attachment and will abide by those terms as well.









________________________________________________   












Signature
