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      Indiana State Library Event Policy                  Indiana State Library

                             and Reservation Application
                 315 W. Ohio Street

    






   Indianapolis, IN  46204









   Ph: (866) 683-0008








                                          Fax: (317) 232-3713
INSTRUCTIONS:

1. Fill out the form and email to Scott Lambert at slambert@library.in.gov and Angela Downs at adowns@library.in.gov .
Alternatively, you may mail or hand-deliver the form to Scott or Angela at the address listed above, or fax to (317) 232-3687.
2. If you have not been contacted about your request within 48 hours of submission, please call (866) 683-0008 to follow up on your request.

3. The event reservation is only confirmed upon this form being signed by an authorized State Library representative. 
               NOTE:  Information provided herein may be subject to public disclosure under I.C. 5-14-3-3
	Name of Company, Organization, or Person Making Request (“User”)
             Phone Number



	Street Address 



	City/State/Zip Code



	Contact Person
                                                                                                      Phone Number



	E-Mail Address           



                                                      Date of Request






	Date of Reservation                                              Hours Needed                                   Estimated Number of Participants                       



	Intended Use:  (Please note the intended use for the room and any special needs or requests)  
______________________________________________________________________________________________________



Definition of “event”
For the purpose of this Event Policy, an event is a private or public gathering that is primarily social in nature and includes but is not limited to weddings, receptions, and parties.
Reservations, Security and Payment
To reserve space for an event, follow the instructions listed above. Reservations should be made at least six (6) months in advance of the event.  
The cost to rent space in the State Library for an event is $1,500 per day in addition to security and cleaning fees. 

The State Library will have security personnel on duty at all times during the event.  The State Library will determine the total number of security personnel that are needed for a particular event, and User is responsible for the cost of such security personnel. In general, there will be 1 guard per 50 people expected to attend. An estimate of the security costs will be provided to the User in advance of the event. 
All projected fees for special cleaning services, security, and the use of the State Library building must be paid 30 days in advance of the date of the event. A non-refundable $200 deposit must be submitted upon approval of the reservation application. The $200 deposit will be applied toward the total $1,500 cost to rent the space. In the event the State Library incurs additional security or cleaning expenses as a result of the event, the User will be invoiced after the event and is responsible for paying those additional fees. 

Checks should be made payable to:  “Indiana State Library”
Hours

The event must begin no earlier than 5:00 p.m. if the event is on a Monday, Tuesday, Wednesday, Friday or Saturday, and must end (and premises completely cleaned and evacuated) by 11:00 p.m. Event reservations will only be accepted for two (2) dates per month.  No reservations will be accepted on dates that are Sundays or State holidays.  

Access to the facility for the purpose of site preparation shall be granted based upon the approved beginning reservation time indicated in this Agreement. If the event and/or clean up for the event extends beyond the time reserved in the Agreement, additional fees may apply.

Priority
Reservations will be accepted first come first served.  However, events sponsored by elected officials and agencies of the State of Indiana have scheduling priority and all other events are considered on a case-by-case basis.   
Cancellations
The State Library reserves the right to limit the use of its building and grounds and may cancel the event with thirty (30) days advance notice to the User; in the event such cancellation occurs, the State Library will refund any fees already submitted by the User to the State Library.  

The User may cancel the event, but in order to receive a refund of fees paid to the State Library, the User must notify the State Library in writing of the cancellation at least seven (7) days in advance of the date of the event. The $200 non-refundable deposit will not be refunded in the event the User cancels the event.
Notwithstanding the above, the State Library reserves the right to cancel at any time, including during the event, any event which is not consistent with the approved Intended Use and/or terms stated in this Event Policy.  In the event such a cancellation or termination occurs, the User forfeits the fees paid to the State Library.
The State Library accepts no responsibility for any other fees or inconveniences the User suffers as a result of cancellation of the User’s event at the State Library by either the User or the State Library.

Restrictions on Use

This Agreement is granted subject to the stated and approved Intended Use as described by the User in this Event Policy.  Any use that is not consistent with the plans or described Intended Use is impermissible.

The State Library reserves the right to refuse use of the building and grounds for any event that may compromise the State Library’s ability to maintain adequate security, preserve the State Library’s property, and/or adequately protect the public’s health, safety and welfare. 
The building and grounds shall not be used for any unlawful purpose or for soliciting support for products, services, or items for purchase.  Entrances and exits must not be blocked.  Smoking is prohibited at all times.
Any one particular person or group may only reserve the State Library building for an event two (2) times during any twelve (12) month period.  

User must confine the event to the room(s) designated on the Addendum to this Event Policy.  

User must:

a)  provide for the set-up before and cleaning up after the event and shall, at least thirty (30) days in advance of the  

     event, provide information to the State Library of the set-up and clean-up details. All equipment and furniture shall be  

     carried, not dragged, to help preserve the floors;

b)  require all participants to observe these guidelines and all applicable fire, occupancy and building codes;

c)  provide all services and facilities that the event may require (with the exception of the rest rooms and electrical); and

d)  be responsible for any and all damage either caused by participants and/or observers of the event or occurring as a 
    direct result of the event.  

Accessibility/Special Needs
For the purpose of the event, the main entrance for guests is140 N Senate Avenue. Restroom facilities are available for the use of event participants. 
The User is responsible for any special accommodations that need to be made for its meeting attendees.

Animals

Animals are not allowed in the building except for service animals aiding those with disabilities (see IC 35-46-3-11.5(a)) and law enforcement animals as defined in IC 35-46-3-4.5.

Decorum

User agrees that loud, rude or riotous noise and/or disorderly conduct will not be tolerated.  Climbing or walking upon any statute, fixture, furniture, building, or any structure not intended for such purpose is also prohibited. Camping or sleeping in the building or on the grounds is not permitted.  Flower beds, trees, shrubbery, grass, plants, paving or concrete must not be removed or materially altered.  User agrees to stay off (and keep event guests off) grassy areas, flower beds and other decorative landscaping.

Firearms
The User and User’s guests may not carry, either openly or concealed, firearms or other deadly weapons. 25 IAC 8-3-1 and 240 IAC 9-3-1 prohibit deadly weapons on the Indiana State government campus.
Decorations / Set Up
User must furnish the decorations and may begin decorating and/or setting up upon a schedule as approved by the State Library.  The State Library may limit or adjust set-up times so as not to interfere with public use.  Outside rental of tables and chairs is permitted; however, the State Library’s tables and chairs are available for use by participants of the event.
The User is responsible for providing any desired table linens and servicewear. All decorations and set-up plans must be approved by the State Library and shall be submitted to the State Library for approval at least thirty (30) days in advance.

Use of bird seed, rice, bubbles, glitter, confetti, helium balloons, pyrotechnics, and open flames are all prohibited.  However, open flames may be used by an approved caterer for the purpose of warming food, but fire extinguishers must be provided.  Use of doves, butterflies, or any other living creature is prohibited.  No nails, staples, pins or tape (including masking tape, carpet tape) or any sort of adhesive may be used to apply decorations to the building.  User is responsible for removing all materials used as decoration.

User must work around and not move or displace, State Library displays, office furniture and equipment, and incidental items, unless given permission by State Library staff.  
All floral arrangements and plant matter brought into the building must be clean and pest free.

Notices / Displays
Signage within the State Library requires the State Library’s advance approval.  Requests for outdoor signage on the building or on State Library grounds requires advance approval by the Indiana State Library and the Indiana Department of Administration.
Deliveries

Deliveries of supplies and equipment may be made only at locations designated as loading areas by the State Library and at times approved in advance by the State Library.  NOTE:  Many companies charge a premium for evening and weekend deliveries. No COD’s will be accepted by the State Library.
Food and Beverage
Refreshments (food and beverages) may be served with prior approval from the State Library.  User is responsible for making the catering/food arrangements for the event and any caterer used must be properly licensed and insured.  In the event a caterer is being used, User agrees to notify the State Library of the caterer selected at least thirty (30) days prior to the date of the event.  The State Library reserves the right to require the caterer to provide a copy of its liability insurance and may reject the caterer for any reason.  If alcohol will be served, the User agrees that the caterer and servers will have the requisite licenses and permits. Please note that alcoholic beverages may only be served at events sponsored by the Indiana State Library Foundation. Alcoholic beverages are not permitted at private parties or receptions. 
Entertainment

Music, either by electronic transmittal or by performing artists is permitted.  User is responsible for ensuring all necessary equipment and/or instruments are provided.  Entertainment and music arrangements must be approved by the State Library in advance.
Equipment

Certain equipment is available at no cost to User.  (Equipment that can be made available is listed on the Event Policy Addendum.)  All other equipment and supplies must be obtained by User at User’s expense.  The State Library will not assume liability for such items delivered to, used, or stored on the premises.  
There is a sound system, stage, and AV screen in the History Reference Room. The stage and AV screen in the History Reference Room are considered permanent fixtures and may not be disassembled or moved.
Clean Up
After an event, User must leave the building and grounds clean, clear of debris and trash, and in the same condition as which it was delivered.  Trash must be bagged and removed from the building and grounds.  Trash cans will be provided by the State Library for in-building use.  Clean up and removal of decorations and equipment must be completed by the end of the time period reserved on the Agreement. 
The State Library will provide an estimate of special cleaning fees for which the User will be responsible (i.e. carpet cleaning after an event). If additional cleaning expenses are incurred by the State Library after the event, the User is responsible for those additional cleaning costs. 

Damages; Liability; Insurance
User is responsible for all damages, expense and loss (including bodily injury, theft and property loss) caused by any person who attends, participates in, or provides goods and services connected with user’s utilization of the building. For losses occurring to the State Library in connection with the User’s event, such costs will be assessed and charged to User.  Replacement value may be used by the State Library to determine the damage cost charged.

By signing this Event Policy, User agrees to all the terms herein and will defend and hold harmless the State Library and the State of Indiana, its agents officers and employees from all claims and suits, including court costs and attorney’s fees, and other expenses caused by any act or omission of the User and/or User’s contractors, subcontractors, and guests.
The User shall provide a certificate of insurance or insurance binder issued by an approved company for any event held at the State Library.  The certificate of insurance or binder shall provide evidence that the sponsoring group has obtained a general liability insurance policy providing for a limit of not less than $300,000 for injury or death of one person in any one occurrence and not less than $1,000,000 for injury or death of all persons in that occurrence.  The certificate of insurance must name the State of Indiana and the Indiana State Library as additional insureds for the time period of the event.  This is in addition to the insurance held by the caterer.
Parking
While State Library staff may assist the User in finding nearby parking available on the date of the event, the State Library cannot guarantee the availability of convenient or nearby parking and is not responsible for securing parking for the event.  Bicycles, motorcycles, mopeds, motor scooters, or other vehicles must be parked in areas designated for the parking of such vehicles.
Media and Promotion

The User agrees to submit a copy of the event program, invitation, and any advertisement or promotional materials for the event to the designated State Library representative for approval prior to printing or airing.  The State Library does not provide publicity for events.  
The User will not state or imply, either verbally or in any written paraphernalia, that the State Library or its staff endorses or agrees with the purpose(s) or the expression(s) of the event or the person or organization sponsoring the event.
Force Majeure

In the event that either party is unable to perform any of its obligations under this Event Policy or to enjoy any of its benefits because of natural disaster or decrees of governmental bodies not the fault of the affected party, the party who has been so affected shall immediately give notice to the other party and shall do everything possible to resume performance.  Upon receipt of such notice, all obligations under this Event Policy shall be immediately suspended and the party whose ability to perform has not been so affected may, by giving written notice, cancel the event. 
Severability
The invalidity of any section, subsection, clause or provision of this Event Policy shall not affect the validity of the remaining sections, subsections, clauses or provisions of this Event Policy.
Merger/Modification

This document (including Addendum) contains the entire understanding between the parties.  No understandings, agreements, or representations, oral or written, not specified within this Event Policy will be valid provisions of this Event Policy.  This Event Policy may not be modified, supplemented, or amended, except by written agreement signed by all necessary parties.

Waiver
Waiver of any provision herein shall not be deemed a waiver of any other provision herein, nor shall waiver of any breach of this Event Policy be construed as a continuing waiver of other breaches of the same or other provisions of this Event Policy.
Notice
Every notice to be given under this Event Policy shall be in writing and either delivered by hand or sent by facsimile, e-mail,  or by registered mail.  The address of each party for the service of notices shall be as set out in this Event Policy unless or until that address is changed by notice given under this clause.
Governing Laws

This Event Policy shall be construed in accordance with and governed by the laws of the State of Indiana, and suit, if any, must be brought in the State of Indiana.

Assignment
This Event Policy may not be assigned to any third party User without advance approval of the State Library.
Fees
Estimated Security Fee based on ________ guards x ________ hours each guard                               $ __________

Estimated Cleaning Fee                                                                                                                            $ __________

Building Use Fee                                                                                                                                       $ __________

Total estimated fees*                                                                                                                               $ __________

*User understands and agrees that the above fees are an estimate and that actual charges may be different depending on the State Library’s actual final cleaning and security costs for the event.

I hereby attest that I am the User, or that I am a duly authorized representative of the User, and that I am authorized to sign this Event Policy on behalf of the User.  I agree that I have read the Events Policy in its entirety, and on behalf of the User, agree to the terms stated herein.  I understand that any violation of the above terms may result in the User being denied use of State Library facilities and/or resources and other possible consequences.
Signature ___________________________ Printed Name ____________________________ Date________________
The Indiana State Library hereby agrees to let the person/organization noted above as the User use the 
_____________________________________________room(s) on __________________ from _________a.m./p.m. to 
__________a.m./p.m. for the purposes, and under the terms, stated above.

Signature _____________________________ Printed Name ___________________________ Date________________
* ISL staff - attach a photocopy of User’s legal identification *

THE REST OF THIS PAGE IS INTENTIONALLY LEFT BLANK 

Event Policy Addendum
User’s Name ________________________________ Date of Event___________ Time _________a.m. to _________ p.m.
Contact Name _______________________________ Phone _________________ E-mail ___________________________

Intended Use _______________________________________________________Insurance information on file _________
Building is requested for rehearsal (as available) Date(s) ____________________  Time _________a.m. to _________ p.m.

Area of building / grounds assigned ______________________________________________________________________
Caterer Name _________________________________Phone ________________E-mail____________________________
Address ____________________________________________________________Certificate of insurance on file ________

Event Planner Name __________________________ Phone _________________E-mail____________________________

Address ____________________________________________________________________________________________
Food/Beverages planned _______________________________________________________________________________

____________________________________________________________________________________________________

Entertainment planned (include name of live band/orchestra or disc jockey, as applicable)____________________________
____________________________________________________________________________________________________

Equipment Requested:       __________AV Screen _________ LCD projector  __________ Stage / Sound System










          (for History Reference Room only)
Equipment/Decorations User will be bringing or having delivered ________________________________________________
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________

Delivery Company (include User/self deliveries) _______________________Date _______ Time _______ Entrance________
Items to be delivered ___________________________________________________________________________________
Media/Promotion/Publicity details _________________________________________________________________________

_____________________________________________________________________________________________________

Special Needs/Accommodations Requested ________________________________________________________________
_________________________________________________________________________________________________________

Amount of $________________ received on __________________ by ___________________________________________

Balance of $_________________ received on _________________ by ___________________________________________

Other Notes:

Event Policy Approved by ILHB 2/17/17
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