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The GALLERY @LOOM, an event space within LOOM Coworking, is available for rental to private and public groups. Our changing 
exhibits of original, regional art will make a stunning backdrop for your event. Renters must be in good standing with LOOM or have 
preapproval by the Director of LOOM Coworking. Use of the facility and the available amenities are on a first-come, first-serve basis 
with preference given to LOOM Coworking members and repeat renters. For additional questions, please reference event FAQs on our 
website. Reservations are not confirmed until both the deposit and contract are received. 
 

LOOM Coworking, Gallery and Event Space is accessible to people with disabilities. LOOM reserves the right to refuse rental to any 
group or individual. Due to the caliber of art and furnishings, The Gallery is meant for adult oriented professional, social and community 
events. Although for public and family events children may be present, they are required to be under direct supervision while in facility.  
 
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
Rental Overview  _____________ 
The Gallery@LOOM is approximately 1400 sq. feet plus 2 restrooms, drinking fountain, kitchenette, storage/prep area, and small 
outdoor space when appropriate. Available for use are lightweight chairs, training style tables, tall tables and tall chairs, mobile marker 
boards, plus a few lounge pieces. The space contains non-slip flooring, rotating art exhibits, a lounge area and a space for check-in. 
Additionally, high-speed wi-fi, and mobile TV with HDMI cord are complimentary.   We also offer rental of a projector & screen, 
photography equipment, microphones, speakers, karaoke machine, mobile room dividers/racks and linens. Capacity differs based on 
use (Ex: formal dining vs. mingling and dancing).   
For large groups, the adjacent catering lounge / expansion area can be rented for an additional fee. There are two meeting rooms and 
an outdoor recreation area available as additional rental options.  
   
Availability:  Access to the facilities for setting up, including Catering set-up, will be during the hours stated on this rental agreement or 
as agreed to in advance. The space is available for rent Monday thru Friday from 6:00 p.m. to 11:00 p.m. and Saturday & Sunday from 
7:00 a.m. to 11:00 p.m. (based on availability, adjacent rentals, noise level, etc.)  *At no time will setup of events begin before 5:30 p.m. 
on weekdays. The space will be available to the Renter during the times stated in this contract only, therefore Renter must include 
sufficient time for set up and cleanup.   

 All events must be completed, cleaned up and all persons must be out of the building at that time, unless special arrangements 
have been made. If Renter needs to alter access times in order to set up early or extend event timeframe, a request must be 
made to LOOM by email at least 7 days prior to the event, otherwise, early access cannot be granted. If prior approval has not 
been granted, no one shall remain in the building past the approved time for any reason. Should either situation occur, an 
additional hourly fee will be applied. Unused hours will not be refunded.  

 All DJs and loud music must end by 11:00pm and outdoor gathering by 10pm regardless of the end of the rental period time.   
 Hours are based on availability and subject to change, especially during holiday seasons.  
 Should headcount be higher than expected (max 100 regardless) or should use/activity change, Renter may have to add the 

expansion area to total rental (standard rental fees apply to new rental space). 
 LOOM may request a written schedule for set up, event activities, and clean up if deemed necessary.  

 
Fees: Set up and clean up time must be calculated into the time the facility is rented. This will typically include an hour before an event 
for set-up, catering (less for general meetings) and guest arrival and at least ½ hour after for cleanup, although more time can be 
reserved upon request. Hourly rental fees are based on the entire continuous block of time the space is utilized, so it is important Renter 
considers access, set up and clean up time in planning and budget.  Rental minimum is one hour, and the minimum increment is a one-
half hour. This contract shows the total estimated cost for entire event but may not include additional items added later (i.e.: linens, 
photo equipment, etc.).  The Renter agrees to pay the deposit and rental fee as indicated below for spaces specified within this contract: 

 The Gallery base rental fee is $100 per hour.  
 There is an additional $20 charge per hour for use of the adjacent catering expansion area (concrete floor area and 

kitchenette), or either of the small meeting rooms.  
 Outdoor activities requiring irregular or expanded use of parking areas will be quoted on an individual basis.  
 Rental Fees may only be reduced for “non-profit” activities benefiting the entire LOOM community and are subject to approval 

by the LOOM Coworking Director. 
 Social, dining, evening and weekend events that are booked less than 14 days prior to event date will incur an additional late 

booking fee for the cost of the room rental. We are also unable to guarantee that other amenities such as linens, photo 
equipment, adequate on-site parking will be available. 
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Security Deposit and Contract Submission:  Conditions include: 
 No dates are confirmed or held without a fully executed rental agreement and paid deposit, and all contracts must be signed 

within one week of digital receipt.  
 The $100 Security Deposit is due before or at the time of the completion of this Contract. Contract must be signed and 

completed within one week of receipt. A deposit without being followed by a signed contract within one week will be forfeited.  
 $50 of that deposit will be retained as a cleaning/set-up charge for events which serve, provide or allow food. 
 The remaining $50 will be refunded to Renter post-event unless inspections indicate the need for additional clean-up 

attributable to the Renter’s use. Renter may also roll the remaining amount into a deposit for future events.   
 Additional fees may be charged to compensate for any damages to the facility.  

 
Payment: Per this contract: 

 The full rental fee is due the Friday 2 weeks prior to the event. Requests for additional spaces must be made prior to this date.   
 Payment may be made via Credit Card or Check made out to LOOM Coworking. The credit card on file (required) will 

automatically be charged for the full rental fee on the indicated due date unless alternate method is submitted and cleared at 
least 3 days prior to the due date. No debit cards accepted. Credit card payments will include third party processing fees. 

 Regardless of payment type, the payment section in this contract must be completed so a valid credit card may be kept on file. 
 Should final payment:  

o not clear, no additional planning or promotion will take place or building access granted until resolved. 
o be more than 3 days delinquent, a late payment fee will be applied. 
o not clear within 1 week of billing, event will be canceled, and the deposit will be retained. 

 

Cancellation / Refund: Conditions include:  
 If you do not feel you can adhere to the guidelines contained in this contract, please contact LOOM within 24 hours of signing to 

discuss any concerns, clarify requirements and, if necessary, cancel or postpone your event with no penalty. 
 If Renter cancels after grace period but more than 30 days before the scheduled use, half the deposit, ($50) will be forfeited. 
 If Renter cancels less than 30 days prior to the event, the full deposit of $100 will be forfeited. 
 Any cancellations after final fee payment has processed (typically 15 days prior to event), other than those caused by natural 

events or disasters which render event unable to take place, will be issued credit for a future event rather than being refunded 
and the initial deposit forfeited. 

  
Returned Checks: There will be a $30 fee for any returned check.  
 

Renter Responsibilities: _____________  
Due to the security and access systems utilized, a member of LOOM may or may not be present during venue events. The Renter (signer 
of this document) and the stated “Single Point of Contact” must be present for the duration of any function for which he/she is renting 
the facility. Renter and Single Point of Contact will be given in advance detailed instructions related to building access methods.  
 
Liability: The conduct of all participants and spectators while at the space shall be the responsibility of the Renter. Renter also accepts 
all responsibility for any injury to person(s) or property, or loss of or damage to property or theft of personal property or artwork at the 
space during the rental period or resulting therefrom. Renter shall release, indemnify, keep and save harmless LOOM, its agents, 
officers, employees, or members from any and all responsibility or liability for any and all damages or injury of any kind or nature 
whatever (including death) to all persons, whether agents or employees of the Renter or persons attending the events for which the 
premises have been leased, and to all property damage proximately caused by, incident to, resulting from, arising out of, occurring in 
connection with, the use by the Renter of the premises. The provisions of this section shall include any and all losses, damages, injuries, 
settlements, judgments, decrees, awards, fines, penalties, claims, costs and expenses, including reasonable attorney‘s fees.  
 
Conduct: There is absolutely no drug use or smoking of any kind tolerated on premises or within 25 feet of the building. Disparaging 
remarks, profane language or music or any type of physical violence will not be tolerated and will be cause for immediate expulsion. 
Client and guests shall use the premises in a considerate manner at all times. Conduct deemed disorderly, inappropriate or detrimental 
to the facility or its contents, at the sole discretion of LOOM staff, shall be grounds for immediate expulsion from the premises and 
conclusion of the rental period. In such case, no refund of the rental fee shall be made. Violations may result in denial of future 
reservation requests. Client agrees, for everyone’s safety, to ensure alcohol consumed in a responsible manner. LOOM reserves the 
right, in its exclusive discretion, to expel anyone who in its judgment is intoxicated or under the influence of drugs, or who shall in any 
manner do or participate in any act jeopardizing the rights, use permit, or insurability of LOOM or the safety of its staff, guests, or 
building contents.  Appropriate attire is required in the facility and on the premises at all times. NO pets are allowed inside the facility. 
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Please be aware that the premises are under interior and exterior surveillance for the safety of the Renter and the facility. Client 
agrees, for everyone’s safety, to ensure alcohol consumed in a responsible manner. LOOM reserves the right, in its exclusive discretion, 
to expel anyone who in its judgment is intoxicated or under the influence of drugs, or who shall in any manner do or participate in any 
act jeopardizing the rights, use permit, or insurability of LOOM or the safety of its staff, guests, or building contents.  In addition to DJs 
and loud music ending no later than 11pm, at no time shall noise be so loud as to be heard from neighboring structures. There shall be 
no conversational congregating outside of the Gallery (front or back, including post event), playing basketball, outdoor music, etc. after 
10pm. Renter will be made aware is simultaneous space users will prevent use of outdoor spaces. 
 
City, County, State and Federal Laws: Renter agrees to comply with all applicable city, county, State, and Federal laws and shall conduct 
no illegal act on the premises. If Renter desires to serve alcoholic beverages to guests at a function, Renter shall be solely responsible 
for supplying, handling, dispensing and removing the same at the completion of the function and for complying with all laws, 
ordinances and regulations regarding the serving and consumption of alcoholic beverages, including but not limited to meeting the 
requirements, if any, for obtaining any temporary permit and assuring that a responsible person or persons over the age of twenty-one 
years actually dispenses any alcoholic beverages and that no alcohol is served to a minor upon the premises. The Renter agrees to 
indemnify and hold LOOM, and its officers and directors, completely harmless against and from any and all causes of action, penalties, 
damages, and costs, including attorney’s fees, for loss of life or personal injury and property damage, and any other liability caused by 
the activities of Renter and Renter’s guests and invitees on the premises, arising under any laws or any ordinances, regulations or 
statutes regarding the serving and consumption of alcoholic beverages.  
 

Preparation & Planning:  _____________  
As an addendum to this contract, once confirmed, the Renter will be provided with pre-event instructions including a critical list of action 
items related to event preparation. Included are deadlines and tasks related to event coordination issues, layout, outside rentals, 
permits, and other tasks essential to the success of the coming event. It is the responsibility of the Renter and the “Single Point of 
Contact” to participate in required pre-event meetings with LOOM representative (according to the Pre-Event Instructions supplied after 
contract and deposit are submitted) to review the building access system, layouts, additional rentals, event closeout checklist, etc. 
LOOM will not be held responsible for any event related issues resulting from the Renter neglecting their stated planning responsibilities.  
 
LOOM Planning Assistance: While considering the venue, sample space plans/layouts will be provided to Renter. Once contract and 
deposit are received, a LOOM representative will work with Renter to produce a more detailed plan to assist with day of furniture 
placement, decorating, etc. 

 If Renter requires more than 2 space plan revisions or assisted visits to LOOM to review layout or event details, an hourly fee 
will be charged for additional time spent by LOOM representatives for additional assistance.  This also applies to excessive 
assistance online or via phone calls.  

 LOOM does not provide further event planning services, photography or catering. However, we work closely with several 
local vendors and planning professionals (on staff) who have extensive experience with and understanding of the facilities. 
Recommendations can be provided.  

 Renter may use facility as needed for tours with event planners and partner vendors during normal business hours. Only the 
actual Renter(s) and/or event planner should be present (this includes children)   

  
Acquiring Access: Smartphone access must be set up and confirmed no less than one week prior to the event. Door access app requests 
with less than 2 days’ notice will incur a service charge. Should Renter require an emergency visit by a LOOM representative in order to 
access the building (due to Renter error or unpreparedness), half of the initial deposit will be retained.  
 
Additional and Outside Rentals:  In addition to what is provided with basic rental: 

 For more formal events, black table linens are available for rent and we have various sizes to cover all tables.  
 Mobile room dividers, photography equipment and audio equipment are also available. We can provide a complete inventory 

of included and available furnishings and equipment upon request.  
 Respect of property, space and hours of operation are expected of outside vendors. Renter is responsible for acquiring all 

vendor documentation and for the care of rented items. Outside vendors must deliver and pick up all items during the paid 
rental period. No storage can be provided for outside rental items and LOOM will not accept or sign for rental items. 

 LOOM does not provide catering or catering equipment. However, we work closely with a local economical and recommended 
caterers and other vendors to make coordination, access, set-up and cleanup easy.    
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Promotions, Photography and Copyright:  It is important to us that all renters have fantastic and successful events. Should LOOM be 
assisting with supplemental promotion of an event, it is imperative that we receive and approve all requested graphics and 
communications at least 30 days prior to the event. Promotional instructions will be provided. No promotional materials should be 
distributed prior to completion of contract, submission of deposit, and approval of materials. We are happy to provide professional 
created images and logos of LOOM for promotional needs. We also reserve the right to take pictures at events and use them for our 
marketing and promotional purposes.   
 
Changes to Space Usage: Facility usage type, spaces utilized, age of attendees and activities will be as indicated by Renter on this 
contract. Should changes need to be made regarding any of these factors (such as a mingling event becoming formal dining), Renter 
must alert LOOM immediately for approval. A supplemental event information form may be required, and changes must be made 
prior to the billing date. Should space be used in a manner contrary to the original or supplemental contract, additional charges may 
apply. 
 

Space Use Guidelines: ______________ 
 

Event Facility Access and Use:  
 Access during rental time-frame is only granted for the contracted event space(s) and supportive facilities (those spaces 

specifically indicated on this and any subsequent contracts).  Activities are limited to the contracted event spaces, 
restrooms, and porch areas of the building. The adjacent catering areas and small meeting rooms are not included unless 
indicated in this contract. Should it be found that Renter has utilized an unreserved area, appropriate hourly charges for 
those area will be charged.  

 Without an edited contract and additional fees, no one will be given access prior to the agreed upon rental timeframe as 
indicated on contract.  

 Use of the facility by individuals under the age of 12 requires parental supervision for the duration of any function for 
which the Renter is renting the facility.  No children are allowed in either building during office hours, 8am to 5pm Monday 
through Friday, including during pre-event meetings.  

  

Catering and approved uses: Use the guidelines below in planning your event venue.  
 While Renter is not required to use particular caterers, Renter may be required to submit a basic menu to LOOM for approval 

prior to the final pre-event meeting. 
 Use of the spaces are available for HOLDING and serving hot and cold foods ONLY. Utensils, dishes, flatware or glasses are not 

available for use at the facility. No open flames or heating elements allowed (accept warming equipment from caterers).  
Should it be found that Renter has not followed the above usage regulations, an appropriate amount will be charged. 

 The preparation or serving of strong aromatic foods is NOT ALLOWED in or on the premises. Examples include fish, fried foods, 
cooked onion, odorous spices such as garlic, curry, etc. If a lingering aroma is left in the space or walls, floors, table tops or 
other surfaces are damaged, soiled, stained or odorous and remediation is necessary (via deodorizing, disinfecting, cleaning, 
etc.), this constitutes a breach of this contract. As a result of not following this policy, if additional cleaning services are 
needed, the Renter agrees to pay a minimum fee of $250. If any of the artwork, carpeting or upholstered furnishings retain an 
odor or damage due to this breach, this fee may greatly increase. 

 Any damage during the rental period, or upon delivery/ pick-up / clean-up/ or resulting from any Caterer’s action will be the 
responsibility of the Renter, if Caterer is not insured. This includes but is not limited to damage to the walls, floors, fixtures, 
furniture, equipment, and artwork.   
 

Use of LOOM furnishings: Renter should contact the facility 30 days prior to event to confirm layout of furnishings and other 
arrangements for room setup. Basic guidelines include: 

 The Renter is not to move any furniture other than rolling tables and stacking chairs.  
 Only those furnishings and equipment agreed upon during planning discussions will be available in the space.  
 LOOM reserves the right to remove upholstered furniture due to the nature of the event/age of the guests.  
 Renter may not move any wall art. If a projection wall is needed for the event, Renter must let management know in advance.  
 Renter is responsible for all set-up and break down beyond included furniture and rented equipment placement. Fees may be 

incurred should additional furnishing from other event spaces be required (such as folding tables or chairs from Studio). 
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Decorations:  LOOM wants to make every event here a special and welcome experience. Therefore, every effort will be made to allow 
Renter to prepare decorations reflecting their creative requirements as long as they adhere to the following: 

 Only the staff of LOOM is allowed to rearrange and move any non-mobile furnishings, artwork, lighting, or soft seating.  
 No nails, screws, staples, gummed materials or penetrating items should be used on our walls, floors or any other surfaces. 

Any taped (painter’s tape only) materials must be properly removed. In an extreme case of any wall or floor damage, the card 
on file will be charged. If Renter needs to attach anything high, they must bring their own step ladder and not stand on any of 
the furniture. Nothing should be adhered or attached to the furniture, art, lighting or accessories at any time. 

 Absolutely NO glitter, confetti of any type, bubbles, or damaging décor shall be used.  
 All décor must be removed from premises after event. 
 No open flames of any kind are permitted.  

 
Parking for event: Renters are responsible for informing guest of parking regulations and options.  

 Parking is provided in our lot as well as in multiple locations throughout the immediate vicinity. 
 Should there be multiple events happening simultaneously, Renter will be provided with specific parking instructions for their 

attendees. Parking priority is given to standing event hosts and preexisting special event rentals. Later notice rentals may be 
asked to only utilize off site options. 

 During regular member hours (8am-5pm Mon-Fri) visitors should not park in marked “member only” parking areas. All visitors 
are responsible for adhering to posted parking restrictions throughout downtown. A full parking map can be found under 
“contact” on our website.  

 
Clean-up and Reset:  A “wrap up” checklist will be left onsite, which must be signed AFTER the event & before leaving. A copy of this will 
be provided the week of the event. This should be reviewed prior to arrival to ensure understanding of requirements for facility cleaning 
and to plan for any assistance that might be needed. If applicable there will be an attached note and/or floorplan with detailed reset 
instructions describing furniture placement for subsequent event. Regarding cleanliness, the premises must be left in the condition in 
which it was found at the beginning of the rental period and will be approved by a LOOM Representative. If Renter is unable to remove 
spillage/stains, LOOM retains the right to have the area/item professionally cleaned at the Renter’s expense. 
 
Additional information regarding care of spaces: 

 At no time should entry doors be propped open (to not waste HVAC power) and only the event space entry doors should 
be utilized. 

 Any noncontracted use of equipment or energy resources will be charged back to Renter (Ex: outlets for outdoor activities) 
 The sink in the kitchen area DOES NOT have a garbage disposal. Please do not put food, straws or any other items down the 

sink. Use the trash can to dispose of these types of items. If the sink gets clogged or damaged due to Renter negligence and a 
plumber is needed to remedy the situation, it is the Renters responsibility to cover these costs.   

 Should it be found that Renter has not followed any of the above usage regulations, an appropriate fee will be charged. 
 

 
AGREEMENT: 
The Renter agrees to rent event space(s) at LOOM during the stated dates and times, in accordance with the terms of this rental 
contract. By signing this Rental Contract, the Renter acknowledges having read and understood the terms of this contract and 
acknowledges that this Rental Contract is binding both on the parties and the organizations they represent. No decrease in rental fees or 
similar accommodations will be made due to Renter contract review oversights.  
 

 
 
 
 
 
 
 
 
 

 
 
 

Once this contract is complete, we can complete your registration & process your deposit OR 
you may submit your deposit by:  

o registering as an “Event Organizer” on the Meetings and Events page of our website 
and completing profile and payment information  

o bringing cash or check to our office at 120 Academy St. 9am-5pm Monday-Friday 
o sending a Venmo payment to @LOOM-Coworking 
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SPACE(S) REQUESTED:  GALLERY ______     CATERING EXPANSION ______     MEETING ROOM(S) ______    EXTENDED OUTDOOR _____  
  
Today’s Date_______   Renter’s Name________________________________________ Organization____________________________   
 
Address__________________________________ City_______________________________________ State_______ Zip____________  
  
Email________________________________________________________________ Cell______________________________________  
  
Single point of contact (decision maker; building access); Name__________________________________________________________  
 
Cell_______________________________________   Email _____________________________________________________________   
  
DATE requested: __________________________     DAY of the week: __________________________ 
 
1) Beginning & Ending time of continuous rental including setup & cleanup times:  from: _____________ until: __________________  
  
2) Beginning & Ending time of actual event with attendees:   from: ____________ until: _____________    
 
Using caterer? ____________   Will food and/or beverages be served? ________________ (Please note deposit refund policy) 
Event Description: Please explain the type of event (party, meeting, class, etc.); Space functions and activities (sit-down dining, 
reception, dancing, games, etc.), age of attendees and anything else that would help us to accommodate your needs:  _____________ 
______________________________________________________________________________________________________________  
Maximum number of attendees expected? ________________________  
Will you be renting any additional equipment, linens, dividers, etc?_______________________________________________________  
List any anticipated special facility furnishings needs: __________________________________________________________________ 
Will promotional assistance be needed? ________  If so, do you request enhanced promotional assistance (+ $30 fee)  ___________ 

 
Hourly Space Rental Fee $__________+ additional spaces $__________ x  ________ hours required (time of continuous access)  
 
Late booking fee (if applicable) ___________________ 
 
Total Expected rental fees $______________________ (does not include security deposit, addt’l rental equipment, linen, cc fees)  
  
Total Expected Refund (after $50 cleaning/setup fee is retained; barring any damage or usage issues) $___________________  
  
Final Payment Due Date: ____________________  *pay by date to avoid late fee (see contract re: other payment methods and dates)  
 
CREDIT CARD INFORMATION (Debit cards not accepted; Credit card must be kept on file)   Name: ______________________________    
Billing Address: ___________________________________________     City, State, Zip:  _______________________________________  
Account Number: _______________________________   Exp Date: _________ (MM/YYYY)    CVV2 Number: ______  (# on back of card) 
I wish to pay the initial deposit today using:             the Credit Card above           Check           Cash           Venmo 
As opposed to this Credit Card, I wish to pay the final fees (3+ days before date stated above) using:           Check           Cash          Venmo 

*If you plan to pay deposit or final fees using a method other than Credit Card, you must indicate this above. 
______________________________________________________________________________________________________________ 
 I authorize LOOM to charge the credit card indicated in this authorization form according to the terms outlined below. This payment 
authorization is for the event described. I certify that I am an authorized user of the credit card and that I will not dispute the payment 
with my credit card company; as long as the transaction corresponds to the terms indicated in this contract.  
 
Print Name: _________________________________________    Signature:________________________________________________  
 
Date: _________________________________     Name of Organization: __________________________________________________ 
 
Upon receipt, LOOM will contact Renter to confirm this contract’s acceptance and correctness and may request additional information. 
For LOOM Use Only: Collected from Renter: _______ (security deposit)  ___ In person or  ______ Online       Date: ________    By: ______   


