WOODS HOLE OCEANOGRAPHIC INSTITUTION

WOODS HOLE, MA 02543

AGREEMENT FOR THE RENTAL OF SMITH CONFERENCE ROOM
CAPACITY

Inside capacity of 40 people with classroom style set-up.
FEES
30 days prior to the event, the following fees, are due in the Conference and Meeting Services Office, 266 Woods Hole Rd, MS #3, Woods Hole, MA 02543. 





















$75.00 Rental
$50.00 Security Deposit*





*Security Deposit will be returned upon complete inspection of the facility and 




grounds and adherence to this agreement. Separate checks please.
CATERER
No china, silver service, serving pieces, pots and pans, or paper goods are available through the Institution. It is recommended that the caterer contact the WHOI


Meeting Services Coordinator prior to the event.

SET-UP
WHOI does not provide furniture other than that which is normally in the facility. The furniture may be moved, but must be returned to its original arrangement. Please note that there is no temporary storage area for furniture. WHOI personnel may be hired to assist during the event for which the renter will be billed.

CLEAN-UP
User is fully responsible for the clean-up of the facility. No trash bags, detergent, mops, sponges, vacuums, etc., are available through the Institution. User is also responsible for all trash removal and removal of all indoor/outdoor signs and decorations. Any furniture, etc., that has been moved must be returned to its original arrangement. Facilities should be ready for “business as usual” by 8:00 a.m. on the day following the event, weekends not withstanding.
BUILDING ACCESS
The Smith front desk is manned 24 hours per day. Smith Conference Room must be vacated by midnight on Friday and Saturday, and by 10:00 p.m. Sunday through Thursday. 

LOSS, DAMAGE
User is fully responsible for loss or damage to personal property. User assumes all


responsibility for liquor liability and personal injury. A “Hold Harmless” agreement must be completed in advance. No cash bars can be offered.

EMERGENCIES
In any emergency situation dial 2911 (or 508 289 2911 cell) to initiate an emergency response. Also, notify the Smith Building security guard on extension 2195 immediately. A telephone for internal calls is located in the foyer.

I agree to the conditions outlined above:

______________________________________________________________________________________

Date of Use


Signature of User




Organization 
