Niagara Falls Underground Railroad Heritage Center

NIAGARA FALLS 825 Depot Avenue West
UNDERGROUND RAILROAD Ni;%grgolgagsé EI\{{ (18%137075)
HERITAGE CENTER tours@niagarafallsundergroundrailroad.org

Facilities Reservation User Application and Policies

Please complete this form and return to the Niagara Falls Underground Railroad Heritage Center (the Heritage Center) at least 30 days prior to your event.
You will receive written confirmation within 2 weeks of submitting your request if your event is approved. Forms should be submitted to
tours@niagarafallsundergroundrailroad.org. The Heritage Center does not generally provide space for political or religious events, profit-making
activities, fundraisers for other organizations, or any activities inappropriate to the Heritage Center’s mission. The Heritage Center reserves the right to
refuse use on the basis of availability, safety, or inappropriateness of the proposed event as it pertains to the Heritage Center’s mission and standards of
quality as determined by Heritage Center representatives.

Sponsoring Organization: [ ————————————————————————————

Event Sponsor

Mame:
Type of Event;
Phane:
Date:
. Email:
Set-up Penod:
Event Time: Billing Address:
City: State: Zip:

Clean-up Period:
EE".I maled NUI“I‘ItIBF Aﬂ.ﬂnding: The El-'En! Spﬂﬂsl:lr J'S J‘ESPGIPSFD.I'E fﬂlr Eﬂc}rﬂ'fnah'ng f‘enfﬂn’
amangements (except lablesichairs, podium, and AV equipment
use), including booking outside vendors, sel-up/clean-up,

Reservation Type: garbage disposal, and equipment removal immedialely following
Type of Group Atrium Heritage Center Tour the event.
(4-hr. max) Adult Youth The Event Sponsor must be present at all times during the event
Private/Corporate  $100 Per $10 PP $6 PP and during the immedlate post even ciear-tp period.
Hour
Non-Profit $50 Per Hour $10 PP $6 PP

*Guided tours last 45— 60 minutes; 20 guests can enter every 15 minutes. If you prefer a self-guided tour, please check here:

[ Private/ Corporate group [J Guided Tour Adult Tickets quantity:
-OR-
1 Non-Profit group [ Guided Tour Youth Tickets quantity:
Additional Atrium Reservation Services Fee:
(] Rectangular tables (seat 6); quantity: (6 max) $50
(] Chairs; quantity: (100 max) $50
] Podium FREE
] Microphone and Speaker Setup $100
*No tables or chairs are allowed inside the Heritage Center exhibits.

Other needs or requests?
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mailto:tours@niagarafallsundergroundrailroad.org

Serving food? [l Yes [INo Caterer: Contact:

Guidelines for Use of Facilities

e The Event Sponsor must arrange for any catering needed for the event. The Heritage Center is not responsible for ordering food or
coordinating rentals with outside vendors.

e  (atering and event set-up are allowed in the Atrium and Break Room only. No food, beverages, tables, or chairs are allowed in the
Heritage Center

e The Heritage Center and Amtrak Station are smoke-free facilities.

Exhibits and display cases must not be moved or used for any reason. No tables or chairs should rest against exhibit panels in the Atrium.

e  Open flames (including candles) are prohibited in the Heritage Center and Amtrak Station.

Date Confirmation, Fees, and Cancellation Policy

Prospective users must submit a Niagara Falls Underground Railroad Heritage Center Facilities User Application.

A tentative date may be held for seven days before the submission of a User Application.

After event approval, a contract and estimated invoice will be issued.

The event date will be confirmed upon receipt of a signed contract and a non-refundable Deposit of 1/2 of the estimated invoice within
10 days prior to date of contract. Failure to meet this deadline will result in the removal of the tentative date from the Heritage Center’s
calendar.

An additional 1/2 Deposit will be due no later than 30 days prior to the event.

Final payment is due no later than the day of the event.

Deposits are non-refundable for cancelled events.

Should a change in plans be necessary due to unforeseen emergencies, the Deposits may be applied to a new date within one year
(pending availability).

e Cancellations made by the prospective user after the contract has been signed will require the forfeiture of all Deposits paid.

Use of Heritage Center’s name

Use of the Heritage Center does not imply co-sponsorship or endorsement of your event by the Niagara Falls Underground Railroad Heritage
Commission. The user is not to promote the event as a Heritage Center sponsored event unless given permission. In all press releases, public
service announcements, and printed materials describing the location of your event, the name of the Heritage Center must be listed as “Niagara Falls
Underground Railroad Heritage Center.” All press releases and printed materials related to the event must receive approval from the Heritage Center
before distribution.

Availability

Events will be scheduled during normal operating hours, contingent upon availability. After hour events may be scheduled with at least 1 month’s
advance notice. The Heritage Center’s hours of operation are as follows:

CLOSED
Tuesday:  10:00 am - 5:00 pm
Wednesday: 10:00 am - 5:00 pm
Thursday:  10:00 am - 5:00 pm
Friday: 10:00 am - 5:00 pm
Saturday:  10:00 am - 5:00 pm
Sunday: 10:00 am - 5:00 pm

Privacy

e The Atrium is a public space, and exclusive use is not possible. Event sponsors should be aware that Amtrak announcements related to
train ridership are periodically broadcast over loudspeakers in the Atrium. The Heritage Center cannot adjust the volume or turn off these
announcements.

e  During Heritage Center hours, the Museum will remain open to the public for business. Facility users who purchase guided tours will share
the Heritage Center with all other Heritage Center visitors, on a space available basis.
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Cleaning Policy

e As Event Sponsor, you are responsible for all clean up immediately following your event. Communicate this policy with your caterer,
vendors, and other on-site helpers, to ensure all clean up activity is arranged for, as specified below, prior to your event. (The Heritage
Center does not have staff available to assist with set up and clean up.)

e Allfood, drinks, and garbage must be removed from the building immediately following your event. Please use the dumpster located in the
Amtrak Station parking lot.

e All tables and chairs must be folded up, stacked, and set aside in a designated space immediately following the event.

e All additional equipment (such as: A/V gear, etc.) must be packed and returned to Heritage Center staff inside the facility immediately
following your event.

e There will be additional fees for any damage, maintenance, special cleaning (i.e. drink stains) or for failure to adhere to the Niagara Falls
Underground Railroad Heritage Center's Facilities Reservation User Policies. A minimum fee of $150 will be charged for failure to remove
all equipment, food, etc.

To inquire and make a reservation

Thank you for choosing to hold your event at the Niagara Falls Underground Railroad Heritage Center. We value your efforts to help us maintain a
clean, safe environment. Your cooperation is greatly appreciated. If you have any questions, please call 716-300-UGRR (8477) or email
tours@niagarafallsundergroundrailroad.org.

By signing this Agreement, you agree to abide by the terms set forth in this Niagara Falls Underground Railroad Heritage
Center Facilities Reservation User Application and Policies.

Event Sponsor: Date:
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