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Facility Rental Policies and Procedures
Thank you for your interest in holding your special event at the Pascagoula River Audubon Center. Audubon is a non-profit organization whose mission is to conserve and restore natural ecosystems, focusing on birds, other wildlife, and their habitats for the benefit of humanity and the earth’s biological diversity. By choosing to hold your function at the Audubon Center, you are helping to support these broad objectives.

Use of this site must be compatible with the sensitive environment of the Audubon Center and the conservation goals of Audubon. For this reason, Audubon reserves the right to carefully screen applicants before granting permission to rent the Audubon Center. Accordingly, no contract exists until renter and Audubon have signed a Facilities Rental Agreement and renter provides Audubon with an initial rental payment (as is detailed below) and a security deposit.
Procedure for Securing Rentable Elements

· Persons, businesses or groups wanting to reserve elements of the Audubon Center for private, semi-private or public functions should contact the Center by calling 228-475-0825. 
· A Facilities Rental Agreement (provided at the end of this document), is the official confirmation when signed by the rental party and an authorized Audubon representative. Any element is NOT reserved until the Facilities Rental Agreement is properly signed and a copy filed at the Audubon Center, accompanied by the appropriate security deposit and rental fee percentage.
· Any element must be booked a minimum of 15 days in advance. 

· Rental of any element is on a first-come, first-served basis.
· Please refer to the schedule of days of the week when the facility is available.
Available Elements
The following elements of the Audubon Center facility are generally available for rent for private, semi-private or public functions during normal days of operation (Tuesdays-Saturdays) or by appointment. Details about available features for each are provided at the end of this document, including element-specific restrictions on their use (e.g., protection of art displayed in Art Gallery). In addition, by order of the Fire Marshall, any event taking place at the Audubon Center must conform to the maximum allowable persons permitted in each area.
	Rentable Element
	Capacity 
	Purpose

	Art Gallery / Meeting Room
	36 seated at tables

60 seated in chairs
	Business/social meetings, receptions, or meals.

	Scout Hut
	12-15 
	Business/social meetings

	Ground-Level of Building
	35-50
	Birthday parties


Key Features of Available Elements 
Art Gallery/Meeting Room 
This element of the new Pascagoula River Audubon Center serves multiple roles, including a meeting space for moderate-sized group and events, in the setting of an active art gallery space that changes throughout the year. The main portion of the gallery is 780 square feet and can accommodate up to 60 people seated in auditorium style and upwards of 30-35 people seated at tables for meetings or conferences. A 100 square-foot atrium provides additional space for refreshments and is directly adjacent to a 100 square-foot catering kitchen. This space has the following amenities that support business or community group use as well as special events.

· Seating:

· Up to 60 chairs in auditorium style
· 12 meeting-style moveable tables, each accommodating three individuals 

· Floor-mounted electrical and internet connections

· Promeathean Smart Board projector system and dedicated computer

· Conference phone

· Speaker system.

· A catering kitchen that includes space and equipment to support food services for events, including a coffee maker, microwave, full-size refrigerator, ice machine (up to 60 pounds), dish washer and a limited supply of plates and silverware.

· A freight elevator supports access to the catering kitchen 

· Direct access to the eight-foot wide elevated porch on the south side of the building through two full-glass doors.  The porch area can also accommodate small tables and chairs. 

Scout Hut
This element of the new Pascagoula River Audubon Center supports meeting space for small-sized groups in an intimate and isolated setting on the site. The enclosed portion of the building is 390 square feet and can accommodate from 12-15 people seated at tables. The screened covered porch is also 390 square feet, accommodating the same number of people. Wi-Fi connectivity is available. 
Ground Level of Building

A 1,000 square foot portion of the ground level of the facility supports birthday parties or other types of gatherings for from 35-50 people. Eight picnic tables are available as are electrical outlets. The center’s Nature Play Garden is accessible for toddlers (2-6 years of age).
Reserved Use by Audubon

Audubon reserves the use of elements for its programming on days and times, as follows.

	Art Gallery / Meeting Room
	Saturdays (9:00-1:00)
	Except by special arrangement

	Scout Hut
	Saturdays (9:00-1:00) 
	

	Ground-Level of Building
	Tuesdays-Fridays (9:00-1:00)
	


Fees and Schedule
	Facility Element
	Daily Schedule
	Fee

	   Art Gallery
	Half-Day (4 hours)
	8:00-12:00 / 1:00-5:00
	$375

	   
	Full Day (8 hours)
	8:00-5:00
	$600

	
	Evening (3 hours)**
	6:00-9:00
	$575

	
	Luncheon (2 hours)
	11:00-1:00
	$150

	   Scout Hut
	Half-Day (4 hours)
	8:00-12:00 / 1:00-5:00
	$200

	
	Full Day (8 hours)
	8:00-5:00
	$350

	   Ground Level
	Half-Day (4 hours)
	8:00-12:00 / 1:00-5:00
	$150

	
	Full-Day (8 hours)
	8:00-5:00
	$275

	   Art Gallery/Ground   

   Level/Center   

   Grounds for Weddings
	Saturdays (8 hours)
	1:00-9:00
	$1,500

	   Art Gallery/Ground 

   Level/Center

   Grounds for Photo

   Shoots

	By appointment
	
	$50


**Requires after hours staff time

Rentals (with the exception of weddings) require a $100 security deposit paid in advance along with 50% of the rental fee due at the time of booking.  Remaining balance of rental fees, with the exception of weddings, are due no later than close of business on the date of the event.

Weddings require a $350 security deposit, paid at the time of booking, along with 25% of the wedding rental fee.  100% of the wedding rental fees are due 30 days prior to the event.  For weddings, a full refund is given if your reservation is cancelled 90 or more days prior to your event.  A 75% refund is given if cancelled within 60 days of your event, a 50% refund is given if cancelled within 31-59 days, and the entire deposit is forfeited if you cancel 30 days or less before your event. 
All or a portion of the security deposit will be returned based on inspection of the element to meet cleaning requirements (detailed under “cleanup” below).  
The Center has ten 60” round banquet tables and six 30” round highboy (41” high) tables on site that are available for rental. Banquet tables may be rented for $8.00 each and highboy tables may be rented for $7.00 each.
All fees are subject to periodic change. No fee will change after a Facilities Rental Agreement is signed by both renter and Audubon. 
Restrictions on Use

Please note that certain event activities present risk beyond what is normally accepted at a nature center and/or that is not conducive to the mission of the National Audubon Society. Such event activities include, for example, the use of caterers, on-site food vendors, performances, certain types of materials used to support activities (e.g., foam food containers, balloons for parties), etc. The following is a list of activities and materials that are not allowed at the facility, as well as basic insurance requirements for use by renters and support businesses (i.e., caterers).

Activities that are not allowed include:

· The use of fire or fireworks.
· The use of generators. 

· Balloons, unless they are biodegradable, and no balloons are allowed outside the building.
· Foam products of any kind, including those used to serve food.
NOTE: Audubon prefers the use of washable food containers, plates and glasses, and utensils. A limited supply of these items is available for use through the Center. Paper products are acceptable.

*    Sparklers

*    Confetti/confetti guns/confetti shooters/streamer shooters/streamer cannons/streamer guns

*    Rice or bio-degradable rice

*    Glitter

Insurance
General liability insurance is required for events that include catering or any other activity involving a vendor. Prior approval for activities that require a vendor is required along with a record of insurance coverage described below for caterers.

 Choice of Caterers

Attached is a list of Audubon pre-approved caterers. Renters choosing to use alternative vendors must provide Audubon with details about the business along with proof of insurance as detailed above. 

It is the responsibility of each renter to provide the Audubon Center with a copy of the insurance certificate(s) at least 15 days before the event is scheduled to occur. Failure to provide such certificate(s) may result in cancellation of your event by Audubon, revocation of the Agreement, and forfeiture of all fees and deposits paid.
Wedding receptions held at the Center must be catered by a caterer who is licensed and insured.

Live Music

Live music is allowed to include the outside area and on the Ground Level of the building.  Music must meet City of Moss Point Noise Ordinance limits.  Center Staff maintain the right to end music which may be deemed inappropriate or that is at a volume that exceeds local noise ordinance limits.
Alcoholic Beverages

If you would like to serve any alcoholic beverages, your event MUST be catered. As noted above, Audubon requires that any caterers coming on to the Audubon Center provide Audubon with an insurance certificate that conforms to the above requirements. It is the responsibility of each renter to arrange all catering details directly with the caterer, and to provide the Audubon Center with a copy of the insurance certificate and your invoice from the caterer at least 15 days before the event is scheduled to occur. Failure to provide such invoice may result in cancellation of your event by Audubon, revocation of the Agreement, and forfeiture of all fees and deposits paid.

Decorations
A decorating plan must be presented to Audubon along with the signed Facilities Rental Agreement. Decorating should be done within the period of time reserved by the rental party or as arranged with Audubon ahead of time. No items will be allowed to be fixed to walls, doors or windows.

Cleanup 

It is the responsibility of the renting party and/or caterer to leave the rented area in an orderly and clean manner. All or a portion of the deposit will be retained should the area not meet the following basic standards:

· Tables and chair surfaces wiped and free of food and/or other debris.

· Floor swept and, if needed, mopped to remove spilled materials.

· Trash receptacles emptied and left with a fresh liner.

· Trash removed from area and placed in Audubon dumpster located at off-site parking lot.

  If you have any questions, please contact Chaille Munn at the Audubon Center at 228-475-0825 or cmunn@audubon.org 

List of Approved Caterers

	Bayview Gourmet

1010 Robinson Street

Ocean Springs, MS  39564

228-875-4252


	Scranton’s Catering

3255 Pascagoula Street

Pascagoula, MS  39567

228-769-5944


	Naomi’s Catering

18224 Dedeaux Clan Road

Gulfport, MS  39503

228-832-6171


5107 Arthur Street


Moss Point, MS 39563


228-475-0825


� HYPERLINK "http://www.pascagoulariver.audubon.org" ��www.pascagoulariver.audubon.org� 
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