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Thank you for your interest in using our facility! Located in historic City Hall Park, the Brea Museum & Historical Society is an ideal place to host your event. The Museum is easily accessible from major freeways and has adjacent parking.  If you are interested in using our facility, please read our guidelines carefully. 

Qualifications 
Because of the uniqueness of our collection and our facility, the museum does not allow any activity or event that may result in damage or disturbance to the collection or the facility. All activities, events or entertainment at the museum must be appropriate for the facility and be approved in advance by the museum.  At all times, museum programs and activities have priority of facility use. The museum reserves the sole right to determine appropriate use. 

The rental space is available for use by groups and businesses when the museum is closed to the public and/or when there is no conflicting museum activity.  Please note that smoking is prohibited on the premises.  Museum facilities may not be used for events or functions that may conflict with the interest or mission of the museum.  Resolutions of conflicts are at the discretion of the Historical Society Board of Directors.  

Your event may be cancelled if the museum does not receive the following items 30 days prior to your event: A signed agreement, deposits, use fees, and a certificate of insurance. 

Rental Fees and Deposits 
The Brea Historical Society is offering the “Downstairs Banquet Room” to ________________________at the rate of _____per hour, paid in full and in advance. The PA system will be available for use. The group is permitted to engage a caterer to serve               (please see specific limitations for caterers). The group may set up an electronic coffee maker. The group is not permitted to use the refrigerator or have open flames of any type. There is no smoking on Museum premises, including the outdoor patio. 
 
Payment Schedule
Reserved Dates and Times

_________________________________has reserved the “Downstairs Banquet Room” for xxxx at the following schedule: 
Receipt of your deposit, use fee, and a signed agreement will guarantee your reservation.  All deposits must be received at least 30 days prior to your rental, and your remaining balance must be paid on the day of your rental.  Any additional charges or refunds will be handled separately within two weeks after your event.  There will be a $25 fee for returned checks.   

Automatic Forfeiture of Cleaning/Damage Deposit:

If any of the following occurrences should take place, your cleaning/damage deposit will be automatically forfeited:

· Any illegal activity.

· Guests smoking in the building.

· Guests in spaces other than space rented by the applicant.

· Lewd, lascivious, or indecent behavior.

· General disregard for the building and its contents.

· Theft of any contents of the building.

· Police callout.

Cancellation Policy
Cancellation of a rental or changing of a confirmed date will result in loss of your deposit.  If the facility can be rebooked with a comparable rental (one equal to or greater in price), then 75% of the client’s deposit will be returned.  Cancellation 30 days or less prior to an event will result in the loss of all rental fees paid, in addition to the deposit.

Set-up and Arrangements 
Room Capacity 
The rental space can comfortably seat 80 people at tables OR 100 people theater style.  Rentals include tables, chairs, and podium. If your event exceeds the maximum level, it will be in jeopardy of being closed down by museum staff, Fire or Police Departments, and you will forfeit any fees paid for the facility.  

Set-up and Clean-up 
The user is solely responsible for set-up and clean-up of any equipment not included in the facility rental.  A museum staff member will be available to answer your questions but NOT to move equipment.  Many catering companies will provide set-up services for a nominal charge.  

The upstairs area may not be used for food and/or beverage set-up.  Please note: the museum reserves the right to determine and enforce basic safety standards and accessibility to exits. 

Evening events, including clean-up and takedown, may not extend beyond 11:00 p.m.  Use fee doubles after 11:00 p.m. in 1/4 hour increments. 

The facility must be left in the condition it was rented or the damage/cleaning deposit will not be returned.  The user will be held solely responsible for any/all damage to the building, equipment, fixtures, furniture and exhibits arising out of use of the premises.   Any unusual clean-up required after your event which exceeds the damage deposit will be billed to the user.  Please remember that you will be charged for the time you use for both set-up and takedown of your event.  This includes taking the trash to the outside dumpsters and checking out after your event with a staff member before you leave the museum. 

Entertainment 
Musical amplification is not permitted during the hours when the museum is open to the public.  Music must be at a level so as not to disturb the surrounding neighborhood. All forms of entertainment must be reviewed and approved in advance by the museum.  Dancing is permitted in the museum rental space only if an appropriate dance floor has been rented and installed by the user. 

No smoke or bubble machines and no fireworks will be allowed.  All music must end at least 30 minutes prior to the end of your event.

Storage 
The museum does not provide any storage.  All materials needed for your event must be brought at the time of your set-up and removed immediately after your event.  The museum shall not be liable for any loss or damage to items left at the facility. 

Walkthrough 
A walkthrough with the user is required for the scheduled event and must take place at least one week prior to your event.  At this time, planning should be done, and set-ups explained to the museum staff.  

Decorations  
Please allow enough time for your outside vendors to come in and prepare for your event within your rental time.  This also means allowing time at the end of your event to take down all decorations before your end time.  Facility staff will have the museum set up at the time listed on your contract.

1. 
Decorations shall be limited to tabletop or freestanding elements. 

2. 
Nothing may be placed on the walls, doors, furnishings, or windows by use of tape, tacks, staples, nails, or any other fixtures. 

3. 
No public door or corridor may be blocked in any way. 

4. 
No live flowers or plants may be used in the museum gallery (exhibit area). Silk or artificial flower arrangements can be substituted. 

5. 
The use of lighted candles or other types of open flame is strictly prohibited within the museum. 

6. 
Electrical connections and special lighting must be approved by the museum in advance of your rental. If approved, the installations must be done under the supervision of museum staff.

7.
Helium balloons are allowed but must be anchored in order to keep them from floating to the ceiling.  If tied to tables or chairs, all string must be removed at the end of your event.  No balloons or other decorations are allowed in the exhibit area (museum gallery).
8. 
Any and all decorations must be removed and/or disposed of immediately following your event.

End of Event

Your end time means the museum must be empty of guests and cleaned up.  We suggest you allow enough time to clean and remove all your items prior to the end of your event, at least 30 minutes.  The museum will provide trash cans for your use in cleaning the facility.  Staff will check the facility prior to your leaving and note any problems.  Staff will take down the tables and chairs.

Not Allowed 
Due to the frequent use of our room, please keep in mind that confetti, rice, glitter, birdseed and popcorn are not allowed in the museum.  These items cause a delay in the quick turnover of our facility.  No food or drink is allowed in the museum gallery (exhibit area).  Pets are also not allowed in the building.

Children are not to be left unattended at any time and are to remain in the designated rental area only.  An additional fee will be assessed if at any time it becomes necessary for museum staff to respond because of a disturbance caused by unattended children in your party. 

Caterers 
Arrangements for food and beverages are the sole responsibility of the user and are not included in the rental charge.  All food must be prepared off-site.   Museum kitchen facilities are limited and are for set-up and serving only.  Dishwashing must be done off-site.

Alcohol 
Alcohol use refers to ANY beverage that contains alcohol.  The museum reserves the right to place restrictions on the use of alcoholic beverages in accordance with State Law and City Ordinances.  Failure to comply with any regulations will result in immediate revocation of permission to use alcohol.  

If alcohol is to be served at an event, you must obtain a City of Brea Parks Usage Permit prior to your event.  It is the responsibility of the user to contact the City of Brea to obtain the required permit (1 Civic Center Circle, Brea, 714-990-7710).  Application for approval must be submitted to the City Manager’s Office no later than 21 calendar days prior to the event.  (A sample application form is attached.)

An Alcohol Beverage Control (ABC) License must also be obtained in the following instances:

· if alcohol is to be sold during the scheduled event,

· if admission is charged for an event where alcohol will be present, 

· if a donation is requested or admission is by donation to an event where alcohol will be present 

· if tickets are presold for an event where alcohol will be present  

The ABC License must be on file with the museum two weeks prior to your event and must be approved by the City of Brea Police Department.  It is the responsibility of the user to contact Alcohol Beverage Control to obtain a license (28 Civic Center Plaza, Room 369, Santa Ana, 714‑558-4101).  A sample application form is attached which includes important deadline information.

Liquor is not permitted outside of the rental room, in the parking lot, or in the park.  Liquor is, however, permitted on the private patio.  Alcohol service must be stopped one half hour before your event ends, which is one half hour prior to your clean-up time.  Clients are responsible for adhering to all alcohol and liquor laws.  

Beer kegs may not be placed directly on the floor.  They must be in a tub or on a table and have suitable material underneath to prevent “sweating” on the floor or carpet.

Alcoholic beverages are to be served only to persons 21 years of age and older.  Consumption of alcoholic beverages is prohibited during set-up and clean-up time.  All hard liquor must be distributed into individual servings.  The user’s failure to comply, monitor and enforce this law is grounds for terminating the activity and forfeiting the refundable deposits and rental fees which have been paid.

Qualified, uniformed, unarmed security personnel will be required for events of more than 75 people when alcohol is served.  (At the discretion of the museum’s Executive Director, however, any group may be required to hire security.)  For events where security is required, security service must be scheduled consecutively from the time the event begins (excluding set-up) until the user has finished clean-up and vacated the facility.  If it becomes necessary for the Police Department to respond to the facility because of a disturbance caused by participants at your event, you will be held liable for police/staff charges incurred at a rate of $75 per hour.

Other Providers - Please make your caterers, decorators, musicians, etc. aware of these guidelines:
Arrangements for florists, musicians, etc., are the sole responsibility of the user.  All providers are subject to the museum's approval and must provide proof that they carry Workers' Compensation and liability insurance for their employees. 

Party Planners 
The museum welcomes the use of professional party planners; however, no final agreement will be in force until the actual user has met with the appropriate museum representative. 

Deliveries / Pickup 
All deliveries of supplies and/or equipment (i.e. cocktail tables, dance floor, etc.) must be made the day of the event, unless prior arrangements have been made with the museum.  All rental items must be removed immediately following your event.  If you have an evening event, you may make arrangements for your rental items to be picked up by 9:30 a.m. the following day.  The museum assumes no responsibility for rental items left in the facility. 

Parking 
The museum does not own or manage the adjacent lot and therefore cannot provide reserved parking. 
Other Requirements 
Printed Material 
All printed material (invitations, announcements, press releases, etc.) relating to your event is subject to review by the museum. 
Insurance and Liability 

The user shall obtain, and keep in full force, at user’s expense, for the mutual benefit of museum and user, comprehensive, broad form general public liability insurance providing for: 1) claims and liability for personal injury, death or property damage arising from the use, occupancy or disuse of the facility or adjoining areas and ways: 2) at least $500,000 for bodily injury or death for any one person; 3) at least $500,000 for any one accident or occurrence; 4) provision of the agreement shall be carried only by responsible insurance companies licensed to do business in the State of California.  Such a certificate must be issued at no cost to the museum.  
A certificate of insurance naming the City of Brea, the Brea Historical Society and the Brea Historical Society Board of Trustees as additional insured parties must be provided to the museum from the user's insurance company at least ten days prior to your event.  Certificate of insurance issued to the museum must contain the following language:  This coverage shall be primary and museum insurance shall not be contributory.  There shall be no subrogation against the museum.  No cancellation or material change shall be made without 30 days written notice to the museum.  You will not be allowed to hold your event in the museum without this required certificate of insurance. 

The museum will not be liable to the user, its guests, agents, performers, or employees for any personal property.  Additionally, it is the sole responsibility of the user to follow all applicable local, state, and federal safety rules and regulations and to maintain safe conditions for workers, activity patrons, guests, and the public. 
It is imperative that you read and fully understand the rental agreement you will be signing as it is a legally binding document. The user’s failure to comply, monitor and enforce any of the rules and regulations listed above is grounds for terminating the activity and forfeiting the refundable deposits and rental fees which have been paid.  If you have any questions or require additional information, please call (714) 256-2283. 

I have read and agree to abide by the above guidelines:

Signature:  ____________________________________________  Date:  _________________

Warming Kitchen Rental/Caterer Responsibilities:  A licensed caterer must be used for all food service at the museum.  A copy of your contract with the caterer must be on file prior to use of the facility.  Any modifications to this policy must have prior approval from museum staff.

· Warming trays, chafing dishes and sterno may all be used inside the facility, providing an ABC Type Fire Extinguisher is in the immediate area of use.  The museum does not provide any pots, serving dishes or utensils.

· No solid waste is allowed to go down the drain in the kitchen sink.  (Keep in mind that the museum is housed in an old building with old pipes.)

· Propane is NOT allowed inside of the museum.  Any use of barbecues or propane in an outside area needs prior approval by the Brea Fire Department and must be done in approved locations only.

· Clean-up responsibilities:  It is your responsibility to bring in your own cleaning supplies.

1. Wipe up all spills and drips from counter tops and cupboard fronts.

2. Dispose of all trash.

3. Empty and clean coffee makers.

4. Clean the sink.

5. Ask a museum staff member to check the kitchen prior to your leaving the facility.

I have read and agree to abide by the above guidelines and guarantee that my caterer (if applicable) has also been informed of the above.
Signature_____________________________________________________Date_______

Miscellaneous Fees:

Cleaning/Security/Damage Deposit:  $500.00 non-alcohol rental; $600.00 alcohol rental

Liability insurance:  Required of all users.  If client cannot provide coverage, he/she may purchase from the museum.  Premium varies depending on type and size of event
BREA MUSEUM AND HISTORICAL SOCIETY
RENTAL CONTRACT

Date:  ________________________

The Brea Museum & Historical Society, hereby grants _____________________________________ (hereinafter called the “Licensee”) permission to use the Brea Museum and Historical Society located at 495 S. Brea Boulevard, Brea, CA  92821, as outlined, subject to the terms and conditions of the agreement contained herein and attached hereto all of which form part of this agreement.

Purpose of the Use:  ______________________________________________________

Date(s) and Time(s) of the Use: _____________________________________________

Rental Fee: 

 

$______________ ( ____ hrs x $ _____ per hr)

Extra Fees (if applicable):  

$ ______________ Patio Set-Up

$ ______________ Exhibit Access



 
$ ______________ Insurance

TOTAL RENTAL FEE:  

$ ______________

DEPOSIT:



$ ______________ (Separate Check)

Due date for deposit and 50% of fees:  ___________________________

Due date for remainder of fees:  ________________________________

Additional notes:  _________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please make checks payable to the Brea Historical Society and mail to 495 S. Brea Blvd. Brea, CA 92821.  Reservations are not confirmed until all fees are paid.  Returned checks will result in cancellation of event and/or additional charges.  If other expenses occur, charges will be made accordingly.  If applicable, deposits will be returned in two to four weeks following the event.  Cancellation of a rental or changing of a confirmed date will result in loss of your deposit.  If the facility can be rebooked with a comparable rental (one equal to or greater in price), then 75% of the client’s deposit will be returned.  Cancellation 30 days or less prior to an event will result in the loss of all rental fees paid, in addition to the deposit.

In the event the facility staff deems it necessary to have Police dispatched to event because of disturbances caused by your guests or if the number of guests is over the legal capacity for the facility, you will be held liable for all police and additional staff charges incurred by the museum at the rate of $75 per hour.  In addition, if for any reason, museum staff finds it necessary to shut down the event early, user is not entitled to receive a refund of fees for unused hours.   Any food served at the event must be prepared off-site.  Liability insurance is required of all rental clients.  The fee for insurance purchased through the museum is subject to change based upon the insurance rate at the time of the event. 

The undersigned has read and on behalf of the Licensee agrees to be bound by this contract and the terms and conditions contained herein and attached hereto and hereby warrants and represents that he/she executes this contract on behalf of the Licensee and has sufficient power, authority, and capacity to bind the Licensee with his/her signature.

Signed:  _______________________________________________________________

Name (please print):  ______________________________________________________ 

Address:  _______________________________________________________________

Phone:  _______________________________ Fax:  _____________________________

E-mail Address:  _________________________________________________________
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Brea Museum and Historical Society

Rental fees are listed below.  All rental time, including setup, actual event time, and cleanup will be charged at the hourly rate.

Fee Schedule
50.00 per hour
(Museum members get a 20% discount)

Membership Requirements

Current membership is the name of the insured party. 
Miscellaneous Fees:

Cleaning/Security/Damage Deposit:  $500.00 non-alcohol rental; $600.00 alcohol rental**
Liability insurance:  Required of all users.  
**An alcohol beverage application must be on file with the City of Brea and Orange County at least 21 days before the event. Please see the complete facility rental packet for further details. 
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