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Tanglewood Nature Center Wedding Package:

Our small, rustic, scenic venue includes:
A nine-hour rental. Four (4) hours of celebration (including ceremony + reception), three (3) hours of set up, and two (2) hours of breakdown/cleanup for either of these locations:
· The Lodge, lodge deck, and grounds surrounding

· Nature Center auditorium, and grounds surrounding 

We have found that nine hours covers the needs of most wedding rentals, but of course, more hours may be added at the rate of $50 per hour. Extended hours must be scheduled in advance.

During our normal open hours (Tuesday-Friday 9-4), please be aware that our nature center will remain open to the public unless you choose to pay an additional fee of $1,500 for private use of the museum. Please note that we cannot close the trails to the public.  

Ceremony Only: 

If you wish to have your ceremony ONLY at Tanglewood (reception held at another site): the rental is capped at a maximum of 4 hours, which must include all decoration set up and clean up time. 
WEDDING PRICE CHART: 

	
	OFF-SEASON LODGE

(September-May) 
	SUMMER LODGE

(June-August)
	AUDITORIUM 

(all year)

	Full Package, during open hours
	$1,000
	n/a due to camp
	$1,000

	Full Package, during evenings/weekends
	$1,200
	$1,800
	$1,200

	Ceremony only, during open hours
	$250
	n/a due to camp
	$200

	Ceremony only, during evenings/weekends
	$400 
	$600
	$400


*You must be a member to rent. A discount of 10% off the total rental fee is available to active museum members who have been members for two or more years. Discount must be requested at time of application. 
REFUNDABLE DEPOSITS:
· A mandatory cleaning/damage/guest overage deposit of $500, fully refundable if no excessive cleaning is required, nor any damage discovered on the first business day after the rental; nor was the legal capacity of the building exceeded by additional guests.
· If you are self-catering, there is an additional kitchen use deposit of $250. This is fully refundable if our kitchen does not need excessive cleaning, does not have missing items, and suffers no damages discovered on the first business day after the rental. 
· If you are using a caterer from our approved vendor list, you do not have to pay this deposit.

PAYMENT SCHEDULE:
· First payment: 50% of facility rental fee is due at time of application.

· Second payment: Balance of facility rental fee, optional items/services rental fee, cleaning/damage deposit fee and kitchen deposit if applicable due 30 business days prior to rental date. If application is dated less than 30 business days prior to rental date, first and second payment are due in full at application time.
RENTAL PRICING AS FOLLOWS: 
Cleaning/damage/overage deposit: $500
Self-Catered kitchen deposit: $250
 or 
n/a
Ceremony or Full Package selection from chart above: $______________
Extra hours of set up/break down: $50/hr, for _____hours, to a total of $_______________
Building closure to public (for open hours package only): additional $1,500 
or
n/a
Total: _______________________
	PAYMENTS RECEIVED:
	Due Date
	Amount
	Date Received
	Payment Type
	Processed By:

	First Payment
	
	
	
	
	

	Second Payment
	
	
	
	
	


	REFUNDS ISSUED:
	Date Refunded
	Amount Refunded
	Processed By:

	Cancellation within 30 business days of application
	
	
	

	Cancellation prior to event
	
	
	

	Cleaning/damage deposit refund (after event)
	
	
	

	If applicable: Kitchen deposit refund (after event)
	
	
	


Notes: 
RENTAL DETAILS:

· Will there be decorations (preparation time?)
[   ] Yes
[   ] No         
· Will alcoholic beverages be served? 

[   ] Yes
[   ] No 

Please discuss your plans for decoration and set up with Bridget! Bridget is the only staff member who coordinates weddings – other staff will direct you to talk to her, and cannot answer questions or take requests. Please bear in mind that Bridget, like Tanglewood’s other staff, is a part-time employee with other job responsibilities, and she cannot accept drop-in appointments or last-minute requests. Please schedule all meetings with her in advance. 

Tanglewood staff do not provide assistance with hanging/moving/setting up decorations, nor do staff flip tables/chairs during the event (only one staff member may be working during your rental if it is on a weekend/evening). Tanglewood staff will be on hand to offer advice and troubleshooting, but we do not set up or tear down decorations. Of course, we will arrange tables and chairs and set them up before your rental begins, as long as we have received a sketch of the layout the week before your rental. 
If you wish to serve alcoholic beverages, please discuss further with Bridget. We have limited storage and cooler space, so planning ahead is crucial. 
TERMS AND CONDITIONS OF TANGLEWOOD NATURE CENTER
RENTAL AGREEMENT

RENTER RESPONSIBILITIES:

1. Renter is responsible for all damage or injuries to any person(s) or property resulting from the use of the museum facilities. A general liability endorsement naming the Tanglewood Nature Center and Museum as additional insured in the amount of $1,000,000 is required. Information regarding availability of insurance can be obtained from the museum. This is due at the time of your second payment, 30 days before your rental. If we do not receive this endorsement, your rental is canceled without refund. 
2. Renter is responsible for the facility and is expected to prevent event abuse and to enforce facility rules and regulations. The Museum Representative may close down an activity that poses a threat to the safety or the participants or the facility. If necessary, the Museum Representative will stop the serving of alcoholic beverages and/or clear the facility and end the event.
3. Renter is responsible to ensure that the time you request includes all the time you will need to put up and take down decorations, arrival and set up for your catering service, entertainment and clean up.
4. Renter is responsible for designating a person to meet with the Museum Representative for a walk through inspection prior to the commencement of rental and at the conclusion of rental.
Renter initials _____
CANCELLATIONS:
· All cancellations should be submitted in writing to the museum.

· If cancellation is received or post marked within 30 business days after application date, you will be refunded your first payment in full.

· If cancellation is received or post marked after 30 business days from application date, first payment will not be refunded.

· If cancellation is received or post marked after second payment (or in event of a rental within 30 days from application date), refund is limited to optional items, services, rental fees, and cleaning/damage deposit.

CLEANING/DAMAGE DEPOSIT REFUND:
The cleaning/damage deposit will be refunded within 2-4 weeks following your facility use. We will not be able to accommodate requests for quicker deposit returns. If your scheduled hours of use, or number of guests, exceed the designated amount for any reason, your deposit will be subject to deduction or forfeiture. Any cost for extra cleaning of the facilities and furnishings, both inside and outside, or damages to floors, walls, furnishings and landscaping, will result in a deduction or forfeit of your deposit. You will be billed for damages not covered by your deposit.
Renter initials _____
HOLD HARMLESS:
The renter hereby agrees to save, secure, and hold harmless the Tanglewood Nature Center, its officers and employees against claims of action, liability, judgments, costs and expenses, including attorney fees.

The undersigned certifies that he/she accepts responsibility on behalf of the participants for any damage or theft sustained by the Museum because of the occupancy of said premises.

Renter initials _____
DECORATIONS:

· Use of glue, nails, tacks or staples on walls is strictly forbidden. No tape of any kind may be used on the wooden floors. 
· No taper candles – you may use floating or votive candles only. 
· No balloons.
· Use of any type of glitter, confetti, or rice is strictly prohibited on the premises.

Renter initials _____

OTHER SPECIFICS:
Space: 

· All rentals must conclude – including cleaning and breaking down – by 11:00 PM. 
· All cleanup must be done at the conclusion of your event; clean up cannot be postponed to a later date. 

· Set up for your event may be able to be scheduled earlier in the day or the day before your event – this must be discussed with Bridget and approved in advance. 

· Tables and chairs may not be removed from any building. If you want tables or chairs outside, we recommend using a vendor recommended on page 7.
· Tanglewood does not have a tent. If you wish to rent a tent, the largest tent that can be accommodated is a 40’x60’ tent. 
· Regarding weddings during open hours: visitors will be able to walk through the museum exhibit halls and library, and use the gift shop and restroom, although we will post signage noting that the auditorium is closed. If you wish to close the building entirely to the public, there is an additional $1,500 fee. 

· For all weddings: our grounds and trails are open to the public from dawn to dusk, year round. There is no way to close grounds and trails to the public. 
· Smoking is not permitted anywhere in the buildings nor on the grounds. 
· Alcoholic beverages cannot be served at events or rentals that are primarily designed for minors under the age of 21 years.

· The kitchen is available for catering services only, not for cooking. Your caterer may use it for heating or warming, and for prep space. We request that you consider one of our preferred caterers (see page 7) who are familiar with the size and functionality of our kitchen. If you wish to self-cater (or potluck) for your wedding, there is an additional kitchen use deposit of $250. 
· Parking availability is not guaranteed and on any occasion may be limited.
· Caution: goose nesting season is May-August. Animal droppings are a part of nature and therefore a part of our nature center. We are happy to lend you some rakes to clean up the droppings if you want them. Tanglewood staff will clean the sidewalks and entryways to the buildings; lawns will need to be raked by the renters if the renters so desire. 
Behavior:
· Facility rental cannot be transferred, assigned or sublet.
· Caterer and tent set-up time must be included in your paid-for set up time. If you need to have the caterer and/or tent vendors visit the site, you need to notify Bridget in advance. 

· Pets are not permitted on grounds, trails, or inside buildings, except at the Director’s discretion. (Permission may be given for pets as ring bearers, for example, but please ask us first.) Service animals are welcome.

· Young children attending events must be under the direct supervision/control of an adult 18 years of age or older at all times and in all areas.
· A contract may be terminated or voided by the museum if the information provided on the application is inaccurate and/or incorrect.
· You and your fiancé are included in the maximum number of people in either building! If you anticipate your guest list exceeding the capacity of the building as listed on page 1, then you should consider canceling your rental here and finding another venue that can accommodate your guest list. If your rental exceeds capacity, we will cancel or end your event, and you will forfeit all fees. 

· After the event, the renter is responsible for:

1. The removal of all decorations and all other items brought on the premises.

2. The cleaning of the building, the garden and the parking lot as detailed in the set up & cleaning guide lines.

Renter initials _____
AVAILABLE EQUIPMENT:

Included in your rental fee:

· Catering kitchen (serves as an area to warm up or keep already cooked food warm)

· Trash cans and bags

· Brooms, dustpans, mops, buckets
Tables and chairs for auditorium: 
4
4 ft diameter round tables - Seats 6
1
5 ft diameter round table – Seats 8
12
6 ft long rectangular tables - Seats 6 - 8

2
4 ft long rectangular tables – Seats 4 - 6

100
padded stackable chairs
Tables and chairs for Lodge:

16 
6 ft banquet tables – seats 6-8

96 
white folding chairs

Tanglewood tables and chairs do not go outside. Tanglewood does not have a tent. If you wish to have tables and chairs outdoors, or to rent a tent, we recommend contacting the vendors below, and they can set up tables/chairs/tents for you. Tent size cannot exceed 40’x60’.
· Hillside Rentals, formerly Jim’s Tent Rentals. Newfield, NY. Email: info@hillside.rentals. Phone: 607-273-8368. 

· Pinnacle Rental Centers. Corning, NY. Phone: 607-654-4444. 

Caterer and tent vendor set up time and site visits must be paid for by the renter – they are part of your set up hours, and will be charged accordingly. 
RECOMMENDED CATERERS:

· Sweet’n’Saucy (www.sweet-n-saucy.com) Phone: 607-562-3135. Email: sales@sweet-n-saucy.com
· The Hilltop Inn (www.hill-top-inn.com) Phone: 607-732-6728.
· Corning Catering (www.corningcatering.com) Phone: 607-962-2106. Email: ccatering@stny.rr.com 

· Bill Knapp, Cottage Catering. Phone: 607-733-4171. 
If you wish to use another caterer - caterers must be licensed to operate in Chemung County. Proof of license must be submitted to Bridget 60 days prior to event. 
WEDDING TIMELINE AT A GLANCE:
· Day the rental application is submitted: 50% of rental fee due
· 60 days before rental: provide copy of caterer’s license in Chemung County.

· 30 days before rental: balance of rental fee, deposit(s), liability endorsement, and wedding checklist due. Without liability endorsement, rental is cancelled without refund.
· Day of rental: celebration! At end of rental, clean up and walk-through with Museum Representative
· 2-4 weeks after rental: deposit(s) refunded if applicable

CHECKLIST:
Event date: ___ / ___ / ________

60 days before: ___ / ___ / ________
_____ Caterer’s license to operate in Chemung County received

30 days before: ___ / ___ / ________
_____ General liability endorsement naming Tanglewood Nature Center and Museum as additional insured in the amount of $1,000,000 received
_____ Balance of rental fee and deposit(s) received
_____ Timeline of set up/decoration time, tent/caterer set up time, ceremony time, reception time, and clean up time received

_____ Map of all areas to be used (from set up to clean up) received

_____ Sketch of table/chair arrangements received

_____ Final requests from renters submitted in writing to Bridget

I have read and agree with the terms and conditions of the entire contract.

The Museum reserves the right to change, adjust, or delete any rules or regulations in this contract. The Museum reserves the right to close down any event which poses a threat to the safety of participants or the facility or violates any of the conditions as stated in the contract.

Signature of Renter _______________________________________________Date___________________

Museum Representative ___________________________________________Date___________________

TANGLEWOOD NATURE CENTER AND MUSEUM SET UP AND CLEAN UP:
BEFORE THE EVENT

· To set up chairs please use the chair truck. Chair truck only carries up to 10 chairs at a time

Designate the person who will do the walkthrough on behalf of the renter, after cleanup: 

· Name:
· Phone:
· Emergency/backup walk-through designee:
	AFTER THE EVENT
	Please check as completed.

	Removal of all decorations and all other items brought in
	

	Clean all tables
	

	Clean kitchen (if used) including stove, refrigerator and counter tops
	

	Clean front entrance, parking lot, and garden from any debris left from your guests
	

	Time the renter is leaving:
	

	TO BE DONE BY MUSEUM REPRESENTATIVE
	

	Turn off stoves, AC window units, and check restrooms, microwave & oven
	

	Turn off all lights

	Close and lock all windows and doors, and double check to make sure they are locked
	

	Alarm the building
	

	N.B. The Museum Representative is available to answer questions and troubleshoot. The Museum Representative does not wait tables, clean, or move tables and chairs.
	


Signature of walk-through designee __________________________________________
Date _________
Signature of Museum Representative _________________________________________
Date _________



Full Wedding Package OR Ceremony Only: ____________________	Rental Date __________


Facility to be rented:	


Nature Center___  max. 80	Start Time _________	 Ending Time _________


The Lodge ___ max. 70 	Start Time _________	 Ending Time _________


Pavilion/Field ___ 		Start Time _________	 Ending Time _________


Additional rental hours, if applicable: ____________________________________________


__________________________________________________________________________


__________________________________________________________________________


Estimated Number of Guests _____________ 	


Name _____________________________________________________________________


Street Address __________________________________	City _______________	


State _____	Zip _________     Phone ________________     Email __________________ 


Person in charge of walk through at the end of event name:______________


Cell phone: ________________________ �


How did you find out about our rentals? ___________________________________________
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