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Strand Union Facility Rental TBD

Catering TBD

Audio Visual Equipment TBD

Conference Management Fee TBD

Total Estimated Costs: TBD

Advance Deposit Required: TBD
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SAMPLE RESERVATION AGREEMENT


Date:

Name of Event/Organization:


Contact Person:

Address:

Telephone:

Fax:


Email:

Program Dates:

Anticipated Attendance:




Conference Services
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The nonrefundable TBD deposit, which will be applied to your final invoice, is due by TBD along with the signed contract, and proof of insurance.

Indemnification

Client is responsible for and assumes liability for its own wrongful or negligent acts or omissions, or those of its officers, agents, or employees and agrees to defend, indemnify and hold MSU harmless from any such liability. Client further agrees to indemnify, defend, and hold the University from any claims or costs, including legal fees, which might arise alleging infringement or other claim of unauthorized use of intellectual property.

Insurance

Client will maintain commercial general liability insurance, including bodily injury, personal injury and property damage, with combined single limits of not less than $1,000,000 per claim and $2,000,000 per occurrence.  Coverage shall be occurrence coverage and MSU shall be named as an additional insured.  MSU reserves the right to require higher limits of liability if in its judgment they are warranted due to the nature of the Client's activities.  If Client is part of a department of MSU, in lieu of evidence of insurability, Client is required to provide a letter of sponsorship from the applicable MSU department head.

Parking

There is a charge for parking on campus Monday – Friday between the hours of 6am-6pm.  Parking is available in the pay lot at the corner of Seventh Avenue and Grant Street for $5.00 per day or a $2.50 hang-tag may be purchased at the pay lot kiosk that will allow the visitor to park in any lot marked “S/B” or “E”.  Please advise your participants of this information.
ADA Compliance and Indemnification
Client agrees and warrants that it shall comply with all laws, rules, regulations and ordinances having jurisdiction over it. This shall include, without limitation, all fire codes, building codes and all applicable provisions of the Federal Americans With Disabilities Act. Specifically, during the time of its occupancy of the facilities, Client agrees to provide, at no cost to the University, sign language interpreters, auxiliary aids and any other services required under the ADA for the events held at the leased premises.  Client agrees to indemnify University and its employees from any claims, losses, suits, proceedings, damages or liabilities, including attorneys’ fees, that arise out of or based on the grounds that the facilities or services provided by the Client failed to comply with the applicable provisions of the ADA or any other applicable law.  Client agrees to reimburse University for any legal or other expenses incurred by Montana State University in connection with investigation of defending against such claims, losses, suits, proceedings, damages, or liabilities, as and when such expenses are incurred.

Cancellation Policy 

Notice of cancellation must be made in writing and submitted to Conference Services.  In the event of cancellation by the Client, Client will pay the following amount:

91 to 180 days prior to the event
25% of total estimated charges

15 to 90 days prior to the event
50% of total estimated charges

Less than 15 days prior to the event
100% of total estimated charges

MSU reserves the right to cancel the conference if any of the payments specified in this Agreement or the certificate of insurance and deposit are not received by the date set forth.

Dispute Resolution

Any dispute regarding or arising under this Agreement will be subject to and resolved in accordance with the laws of the State of Montana. 

Client Obligations

· Security deposits are due with this agreement.

· No less than two weeks prior to the group’s arrival, Client will provide a conference agenda to Conference Services with room setups and Audio/Visual needs.

· No less than two days prior to the group’s arrival, the Client will provide a guaranteed number of participants to MSU Food Services.

· No pets, with the exception of seeing-eye and service dogs, are allowed on the conference grounds at any time.

· Conference participants must abide by University rules and regulations. Client is responsible for assuring that participants are aware of and abide by MSU rules and regulations. Rules are available for review at http://www.montana.edu/wwwcf/housing_uni_regs.php.

FUNCTION SPACE
STRAND UNION BUILDING

[image: image2.emf]DATE TIME #PPLROOM FUNCTION                         RENTAL

TOTAL RENTAL: - $                 


Room rental includes basic setup, tear-down, and custodial charges.  Requests that require special setup or changes in service will result in additional charges.  Audio/Visual equipment is available for rent by contacting Conference Services at 406-994-3081. Please make arrangements no later than two weeks prior to the function date. 

Sanitation cost for additional trash collection will be passed on to the client when excessive garbage from decorations or the like is discarded in MSU dumpsters or trash bins. Additionally, client is responsible for any damages incurred during an event due to decorations or set up by the client.
CATERING
All food and beverage sold and provided on campus must be supplied by University Food Services.

CATERING

Catering arrangements must be made directly with MSU Catering. For menus, catering policies and more information, call 406-994-3336 or visit, www.montana.edu/wwwufs/catering. 
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CATERING TOTAL  TBD


Alcohol beverages served on campus must have prior approval before the event and be in connection with a substantive event at which alcohol is not the primary focus.   All alcohol service requires the additional service of non-alcoholic beverages and “substantial” food.  All groups wishing to serve alcohol on campus must obtain an “Alcohol Request Form” from the MSU Catering office, 236 Strand Union building or 406-994-3336. Please plan ahead with your alcohol requests and return completed forms to catering at least three weeks prior to the event.  Questions may be directed to University Catering at 994-3336. Events where alcohol is served require security.  Security will be provided by MSU with the cost being billed to the group.
SIGNATURES OF AGREEMENT

The duly authorized representatives of the parties have executed this agreement on the day and year set forth below.

For MSU-Bozeman:
__________________________________________________

___________________________

Catering Manager





Date

__________________________________________________

__________________________

Strand Union Scheduling





Date

__________________________________________________

__________________________

Conference Services Manager




Date

For Client:
___________________________________________________
__________________________

Signature of Authorized Client Representative


Date

___________________________________________________
 


Printed Name





___________________________________________________

Title

Conference Services





280F Strand Union ( MSU Bozeman


P.O. Box 174150


Bozeman, MT 59717-4150


Telephone (406) 994-3083


Fax (406) 994-7070
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