EVEN-ITIMELINBL DATE | EVENTNAME |
PLANNINGPAPERWORKRequired)

ABBEYAV EQUIPMENT

Due to practical factors beyond our control we cannot guarantdarstalaifpeercontrad®ENTER must have designated tech person when
sound and/or projector, RENTER is responsible fythiestimgiesere functiorfafitgss ABBEY tech has béén hired

DIGITAL PROJECTOR & SCREEN** GREAT HAlhstairs)! GALLERdYownstairs)! NOT NEEDED
**Clients must bring own adaptor to (Glempnt Abbey), or HDMI (Ballard Hdfnegtea@ltfree to use, tunictionalisamotbeguarantegbackup option adviseaontract).

ABBEY SOUND EQUIPMENT )
GREAT HAUpstairs) | None* Simple Compley Simple1-3 corded mics, Aux cord foRspsakers
Complexe full band or any instruments, 3+ inputs,
GALLERdownstairs) !' None*! Simplé Compley (fees applgee contract, requires Abbey Sound

* DO NOT NRBDbey Sound Equipmeitiot need simple sound, projector, or mic duging my rental
(RENER or COORDINATOR signature)

ALCOHOIPOLICIES

~BARTENDER REQEI®EEYents with 75+ guddssSa trained with a valid Washington State Liquor Control Board Class 12 recyoiagist licen:
The sale and consumption of alcoholic beverages is subject to additional laws, permits, regulatiorissamdre@dieittialy higheguired.

PERMITEcohol can be served if proper permits are obtained, there is a desigmndtedwibbeeEsserving, and a detailed plan has been
submitted to ABBEY to ensure underage attendees will not be ablé {meoiitsreddriksurance are not submitted to ABBEY prior to ev
consumption or sale of alcohol will motitbedpe

OVERSERNBzE Staff and Abbey Arts staff are authorized to close the bar down if alcohol consumption becomessatuzcgeseusfsiisetxye

behavior or damage to the property.

Please describe below any plannedsaleshsérving or consumption at this event.

VILL ALCOHOL BE CONSUMED  WILL ALCOHOL BE SORD If soldjstname of organization that holds the WSLCB Special O«
Yes No Yes No

What is your plan for checking

Will minors be allowed into this eved®@s No
for legal age of alcohol consurr

SECURITY REQUIREMENTS

SECURIRequiredr all eventsore than 75 attendeasnaller events with al@heduired for events of over 150 attendees and alcohol and/or
upstairs and downstairs r@me@ntimeline, briefly explain your plan for ticketing/registration/entrteethe theemiblic nature of our space w
ensure that your event is secure. Having a plan in place for security or ushers at the doors willdgipedaFpeoressAbbeysArts Center is ¢
located venue. Many folkedn® wair public venue and we want to make sure everyone syaeyiggegringf yoevent

COORDINATION & SCHEDULE

EVENT PAPERWORK DEARLidIBWINg is due 45 days before your event: balance officerisidenétizant of rentabfmyyitgeposit, insurance
documentation, event flooepéant timelinand coordinator agreerteailure to provide these 45 day® phiersvent may result in a mitéteuiaef
$100. Seavww.fremontabbey.org/doideaperwork.
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EVENTTIMELINE
PLANNINGPAPERWORRequired)

DATE | EVENTLOCATION|

RENTALDELIVERY: PICKUP

; ) ! yes ' no (Mustallwithirrentawindownlesapproveimwritingl weekormorénadvance.
Approved-by List items here: Drop off Location: Pick up Location:

Drop off Time: Pick up Time:

SETUPBEGINSPERCONTRACT) ! upstairs ! downstairs

CATERER ARRIVES Food Staging ! upstairs ! downstairs
Fridge Space Needed ! yes ! no

BARTENDER ARRIVES Bar Setup (addspecificlocationto floorplan) **RECOMMENB3 hrs for Kegsto settle beforeuse.
I upstairs ! downstairs

DJ OR BAND ARRIVES DJ Setup (addspecificlocationto floorplan)
I upstairs ! downstairs

RENTER SETUP COMPLETE IfyourcontraghcludeanAbbegtaffnembemsite pleaseemembéheyarearesourdershowingouvhere
thingsarelocatedbryousetupandnakingurghevenuanadattendeemeallsafeTheyarenotavailablor
securitgetuporcleanpduties.

EQUIPMENT/TECH CHECK (Atleastl hrbeforguestarrive)

SOUND CHECK (START/END TIME)

VENUEREADY(FINALCHECK)

SECURITY / USHER LOCATION SHIFT: I 1Usher ! 2Ushers ! 3+ Ushers
Addition&Notes:

*GUESTS ARRIVE* I upstairs ! downstairs

(1) PROGRAM: START I upstairs ! downstairs

(2) PROGRAM: LOCATION TRANSITION lead by caterer coordinator

10:00 PM VOLUME CHECK Atfull discretionof AbbeyArts Staff (10pnCityNois@rdinance)

(3) PROGRAM:

LAST CALL FOR ALCOHOL

(2.5hbeforexit)

BAR CLOSES

(2hibeforexit)

CLEAN UP BEGINS

(Lhminbeforexit Thigimelings notextendetthrougtheadditiomfAbbegtafitleanupuppojt.

EXITVENUEPERCONTRACT)
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COORDINATOR

AGREEMEN(ﬁeqUIred) EVENT DATE]| NAME |

EVENTCOORDI NATOunired:) Initiabbelowindicatethe COORDINABQR et abidéyallterms:

—lwill be the first to arrive andsthtdeave.
_ Foweddingghis role aaot be filled by Bride/Gmemenor member of the wedding party
_ | willcheclinwith the Abbey Staff member onsite when | fitst@erstand that this may-fakeriites.
Thisd required before any setup is allowed and/or third party vendors enter the space.
| agree to be primary point of contact throughout event and monitor all programs & schedule.
__lamresponsible for facilitatafg and organizettip/cleanup proaesswill abide by all terms stated in contract
~lwill complete pre and post event walkthrough with Abbey House Manager and sign off on any damages.
_____Toensure a safe and successfllea@riander the influen¢alcohol and/or other drugs that ad¥iesmly ability
to safely perform my coordination duties.
~lwill monit@ecurity / ushrensure no alcohol goes outside.
_lam acting on behafEMi TE&fulfill all contraetms
~_lanresponsible to manadéddRD PARTY SERVICE PROWRERS/ow)
In the case that the coordinator is also the host of thie eeemtaand must be listed. This peismgnest to all above terms.

ABBEY ARTSO RESPECT POLICY WILL BE ADHEREDTO

No violence, hate speech, verbal or physical assault or other abuse will be permitted by aporeservéhth @ rghisisrefervice
to any customer, gueRENTER (inclusive of bridal party & family meamresgne@on the Abbey detracts from the safety, welfe
being of other patamd/or staFailure to compithwhis policy may result in fees equal to or greater thaddjpsisaadritymediate
removal from Abbey ArtsO Wenraiseprohibited from renting to or hosting groups, organizations, or individuals whose teact
employment practices are discriminatory based on age, race, ethnicity, natioorasiex Lz mdienteltss.

See website fomplete politiyatwill apply upon the date of your evamtfremontabbey.org/respect

COORDINATOR SIGN DATE SIGNED
PRINT NAME PH EMAIL:
2din COMMAISIEN DATE SIGNED
PRINT NAME PH EMAIL:

ADDITIONALVENDORS

FLORIST Name: Web:
OFFICIANT Name Ph:

VIDEOGRAPHERamMe Web
PHOTOGRAPHBERMEe Web:
CAKE Name Web:
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THIRDPARTYSERVICE
PROVIDERBGREEMEN(Required)

(Eventoordinatisexpectei actonbehaldbf RENTESulfillall contradermando managall ThirdPartyservicBroviders)

S EC U R |TY U S H E R$Iwaysrequiredfor groupsof 75 or more ORwhenalcoholis presenj:

_Will mintain order & civility at all times, reporting to Event Coordinator and Abbey House Manager
__Will aly allow approved guests / attendees in the Abbey

__ Will monitor doors and prafeehidfom going outside or off the premises

_ Will prform security sweeps of outside sidewalks periodically to keep a qaied heighladiralmodiol inside
____These individuals will be responsilalriforing andfemovinigtoxicatedlisrespectindlividuals from the prer

Signatureelow indicates BIECURI&Jrees to abide by all terms:

SECURIFYSIGN PRINNAME
SECURIFXSIGN PRINNAME
BARTENDER

_ MUST haaevalid MAST permit if oettenslees.

__Will NOT drink any alcohol during or before shift, following all WA State Liquor Control laws

~_ Will NOT serve minors / Will NOT over serve guests / Will not serve alcohol outside of specified til

_ OVERSERNBaE Staff and Abbey Afftsust authorized to close the bar down if alcohol consumption
becomes dangerous situation and is the cause of disrespectful behavior or damage to the property.

_ Will respeand adheretle Fremont Abbey Staff requestitasd

Proper licenses and permits must be obtained/presented for any servers, events, etc. All liquor servi
including &8hington State Liquor Control Board laws, Federal Laws, and Abbey Respect Policy

Signatureelow indicates B®®RTENDd&Rees to abide by all terms:
BARENDERGN PRINNAME

TECH N ICNLDJ/ M U S I C (required if usingAbbeyArts AV Equipment

MUSBe presedtrring equipment / tech check

MUST HAW&rking knowledge of sound equipment set up

Will handle any Fremont Abbey Equipment used withndmilstoatact Abbey Staff in the case of
equipment malfunction aadjlestments needed

MUSTespect Abbey staff direction and sound levelsthémdasstpch City of Seattle noise ordareh
the AbbeyOs rooms are very live acoustically. Volume must be at a respectful level, at full disc

Signaturkeelow indicates eCHgrees to abide by all terms:

TECBIGN PRINNAME
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