
Rocky Mountain College of Art + Design 
 

Special Events Contract  
 

Phone: 303.825.4545 
Fax: 303.573.0947 

email: steve@gourmetfinecatering.com 
+ + + + + + + + + + + + + + + + + + + + + + + + + + + +  

Group or Company name: 
 
 
 
Client representative responsible for planning the event: 
 
 
 
Daytime Phone #:  
 
Email address 
 
Type of Event:  
 
Date of Event:  
 
Day of the Week:  
 
# of Attendees: 
 
Furniture set-up is required by:  
 
2 hour set-up time: 
 
Guest arrival time: 
 
1 hour clean-up time: 
 
 
 
Person paying for the $350.00 security deposit and to 
whom it will be returned and/or billing address: 
 
Name  ________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________  
 
_____________________________________________ 
 
 
 
 
 
 
Do you want to serve alcohol at your event?  
 
 Yes ___ No ___ 
 
If yes, please complete the “Permission to Serve 
Alcohol” agreement. 
 

Fee Schedule 
 

50% Event Deposit Received  ____/____/___ 
 
Facilities Requested _________________________ 
 
 ______________________________________ 
 
Space Rental Fee    $_____ 
 
Client Initials  _____________ ____/____/___ 
 
Additional Services 
 
Portable Sound System ($50) 
Includes: amp, speakers, stands, CD player, microphone 
with stand, Ipod cable, extension cord 
 
20’ by 30’ canopy ($500 each) 
Seats up to 60 around 5’ tables; two are available 
 
10’ x 10’ canopy ($100 each) 
Two are available 
 
Mary Harris Auditorium Sound System ($100) 
Built-in sound system, cordless microphones with 
stands, lapel mikes, CD player, digital projector, large 
screen, podium, and RMCAD Tech Support Staff 
 
Additional rehearsal hours ($30 per hour) 
Includes Events Staff as needed 
 
A RMCAD building manager is required at all events for 
the entire contract period unless approved by RMCAD. 
Building managers will be billed out at a rate of 
$25.00/hour. 
 
Total for additional services   $_____ 
 
 
Due date for the following items is:  ____/____/___ 
 
$350.00 security deposit received ____/____/___ 
 
$50.00 event insurance fee received ____/____/___ 
 
 
The total balance is due 90 days prior to your event or at 
the time of the final walk-thru if your event is within 90 
days of executing the contract. 
 
Balance Due     $_____ 
 
 
I have read, understand, and agree to all charges listed 
on this contract:  
 
_____________________________________________ 
Client Signature 
 
Date _______/______/______ 
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Indemnification 
 
You shall indemnify and hold Rocky Mountain of Art + 
Design and Gourmet Fine Catering harmless from and 
against all liabilities, obligations, losses, damages, 
penalties, claims, acts, suits, costs, charges and 
expenses, including reasonable attorneys’ fees and 
costs, which may be imposed upon, incurred by or 
against Rocky Mountain College of Art + Design and 
Gourmet Fine Catering arising from any use, non-use or 
condition of the Campus created by or attributable to you 
or your employees, customers, agents, invitees, 
licensees or guests. 
 
In Witness, each party to this agreement has caused it to 
be executed on the date indicated below their respective 
signatures. 
 
Client:  
 
 
By: 
_____________________________________________ 
 
Title: 
____________________________________________ 
 
Date: 
____________________________________________ 
 
 
 
Rocky Mountain College of Art + Design 
 
By: Lisa Steele 
 
Title: Vice President for Campus Services  
 
Date: _______________________ 
 
 
 
 
Gourmet Fine Catering 
 
By: ___________________________ 
 
Date: _______________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 

Permission to Serve Alcohol 
 
Please note that this is not a liquor licensed 
establishment. All liquor must be served by a licensed 
caterer. 
 
Type of Alcohol to be served:   
 
_____________________________________________ 
 
Amount of alcohol to be served to each guest: 
 
_____________________________________________ 
 
A professional bartender is required to assist applicant in 
controlling consumption. RMCAD reserves the right to 
require a security guard to be present at all events 
where alcohol is served. Security guards will be billed 
out at a rate of $35.00/hour. 
 
Your Initials     ______ 
 
I, (please print full name)  
 
_____________________________________________ 
 
Request permission to serve alcoholic beverages at the 
event specified on this contract. I hereby affirm that the 
event is a private function and that there will be no fee 
charged for the consumption of alcoholic beverages. 
Cash bars are not permitted. I agree that if permission to 
serve alcohol is granted, no liquor, including 3.2 beer, 
will be served on the premises to persons under 21 
years of age. Further, I agree that no alcoholic 
beverages will be served to intoxicated persons. I 
understand that I am solely responsible for compliance 
with the liquor laws of the State of Colorado. I also agree 
that I am solely responsible for any claim or liability that 
arises as a result of the serving of alcohol at the event, 
and I agree to indemnify and to hold harmless Rocky 
Mountain College of Art + Design and Gourmet Fine 
Catering, and it’s employees from any liability, cost or 
expense, including attorney’s fees arising from and 
including negligence by Rocky Mountain College of Art + 
Design and Gourmet Fine Catering and it’s employees. I 
certify that as of the date of this signature, I am at least 
21 years of age. 
 
_____________________________________________ 
Signature 
_____________________________________________ 
Date 
 
The Office of Events has reviewed the request to serve 
alcohol: Accepted �  Denied �   
 
_____________________________________________ 
Staff Signature 
 
Reason for Denial: 
_____________________________________________ 

Rocky Mountain College of Art + Design 
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Facilities, Fees & Hourly Rates 

 
Formal Events Information 2007-2008 

(10.11.07) 
 

Phone: 303.825.4545 Fax: 303.573.0947 
e-mail: steve@gourmetfinecatering.com 

 
Rotunda 
Formal dinner seating for 100 
 
 Evening Rates 
 Monday – Thursday 5:00 pm – 12:00 am 
 $850.00 (add $125.00 for each additional hour) 
 
 Friday  5:00 pm – 12:00 am 
 Sunday  5:00 pm – 12:00 am 
 $950.00 (add $142 for each additional hour) 
 
 Saturday  5:00 pm – 12:00 am 
 $1250.00 (add $165 for each additional hour) 
 

Day Rates 
Monday – Thursday 8:00 am – 3:00 pm 

 $450.00 (add $50.00 for each additional hour) 
 
 Friday, Sat., Sun. 8:00 am – 3:00 pm 
 $650.00 (add $85 for each additional hour) 
 
 Ceremony Fee 

$200.00 (includes 1 extra hour, 125 ceremony chairs 
and a one hour rehearsal to be scheduled the week of 
your wedding, scheduling will be based upon 
availability) 
 
20Õx30Õ Canopy Fee 
$500.00 (includes set-up and tear-down, 125 folding 
chairs, four 6Õ banquet tables, four 8Õ banquet tables, 
round tables must be rented through your caterer) 
 

Facility rental includes the following equipment: (15) 5’ 
Round Tables, (10) 8’ Banquet Tables, (6) 6’ Banquet 
Tables, Piano, (100) White “Wood Style” Plastic Folding 
Chairs. 
 
Mary Harris Auditorium 
(Rates include the Philip J. Steele Galleries) 
Theater seating for 284 
 
 Evening Rates 
 Monday – Thursday 5:00 pm – 12:00 am 
 $475 (add $75.00 for each additional hour) 
 
 Friday   5:00 pm – 12:00 am 
 Sunday  5:00 pm – 12:00 am 
 $575 (add $100.00 for each additional hour) 
 
 Saturday 5:00 pm – 12:00 am 
 $750 (add $125.00 for each additional hour) 

 
Day Rates 
Monday – Thursday 8:00 am – 3:00 pm 

 $250.00 (add $40.00 for each additional hour) 
 
 Friday, Sat., Sun. 8:00 pm – 3:00 pm 
 $500.00 (add $75 for each additional hour) 
 
Philip J. Steele Galleries 
Standing reception for 100 
 

Evening Rates 
 Monday – Thursday 5:00 pm – 12:00 pm 
 $275 (add $50.00 for each additional hour) 
 
 Friday  5:00 pm – 12:00 pm 
 Sunday  5:00 pm – 12:00 pm 
 $375 (add $75.00 for each additional hour) 
 
 Saturday 5:00 pm – 12:00 pm 
 $500 (add $100.00 for each additional hour) 
 
TriBoro AV Theater 
Theater seating for 36 
 

Monday – Friday 6:00 pm – 12:00 pm 
 $240.00 (add $50.00 for each additional hour) 
 
 Sat., Sun.  8:00 am – 3:00 pm 
 Sat., Sun.  5:00 pm – 12:00 pm 
 $275.00 (add $65 for each additional hour) 
 
Texas Conference Rooms (East or West) 
Each seats up to 12 around a conference table 
 

Monday – Thursday 8:00 am – 3:00 pm 
Monday – Thursday 5:00 am –12:00 pm 

 $100.00 (add $25.00 for each additional hour) 
 
 Friday, Sat., Sun. 8:00 am – 3:00 pm 
 Friday, Sat., Sun. 5:00 pm – 12:00 pm 
 $150.00 (add $30 for each additional hour) 
 
Classroom Space 
Sizes and furniture varies 
$50 per 8-hour day 
 
Computer Labs 
Both Mac and PC labs are available/ 16 per lab 
$12 per hour/ per computer used 
 
Outdoor Spaces 
Prices vary according to facilities requirements 
 
Multiple Day Venues 
Please contact 303.825.4545 for rate information 
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General Information 
 
Hourly billing for the facility begins at the scheduled 
arrival time and ends when all guests leave the campus. 
The fee is based on a 4 hour event, plus 2 hours to set 
up and 1 hour to clean up. All guests must vacate the 
premises by the departure time agreed upon on this 
contract or additional fees will be charged.  
 
Facility use is limited to those buildings and/or outdoor 
areas that are specifically listed as part of this contract 
and access to and from the closest parking area. 
 
Event Deposit 
 
Upon receipt of a completed contract, a 50% event 
deposit based on the room rental rate is due 
immediately. It is non-refundable. 
 
Security Deposit 
 
A security deposit of $350.00 is required for all events 
and must be paid with a credit card. 
 
This deposit is due no later than 90 days prior to your 
scheduled event or at the time of your final walk-thru if 
your event occurs within 90 days of signing a contract.  
 
Additional charges may be assessed for damage to 
buildings or the grounds, which may be in excess of the 
Security Deposit. Food and beverages are not permitted 
in the Mary Harris Auditorium, evidence of food or drink 
in the Auditorium may result in the loss of the security 
deposit. Security Deposits may also be forfeited for 
harassment to staff or students, deliberate refusal to 
follow College policies, disorderly conduct, smoking 
inside any building on Campus, litter, or damage caused 
by inebriated guests or unsupervised children. Dogs are 
prohibited on Campus, unless assisting the 
handicapped. The Police may be called should problems 
arise.  
 
The Event End Checklist must be completed by your 
caterer and the onsite event manager prior to your 
caterer exiting the event. If this form is not completed to 
the satisfaction of RMCAD a portion of your security 
deposit will be withheld. 
 
The Security Deposit will be refunded to your credit card 
within 30 days after an event if there is no damage. 
 
Rental Fees 
 
Total rental fees and deposits are due 90 days prior to 
your event date or at the time of signing your contract if 
the execution of the contract occurs within 90 days of 
your event. Please note that if the rental fee and security 
deposit is not received 90 days prior to your scheduled 
event date, your event may be cancelled and date 
released to another party. 
 

Cash is not accepted. Personal checks are accepted; 
please make checks payable to RMCAD. We also 
accept Visa, MasterCard, and money orders. Last 
minute additional event time may be purchased if 
available, with payment due immediately. Additional 
event time may not be deducted from your damage 
deposit. 
 
Cancellations & Refunds 
 
A change of date or time block is a cancellation. Your 
50% deposit will be forfeited for any cancellation. Once 
the rental fee is paid in full, all cancellations that occur 
will result in the forfeiture of the entire rental fee. The 
$350 security deposit is refundable when cancellations 
occur. 
 
Event Insurance 
 
Private parties (i.e. weddings) who do not have specific 
event liability insurance policies are billed an additional 
$50 to be included on the College’s event coverage.  
 
Alcohol 
 
Alcohol may be served only when a prior written request 
has been submitted and approved by our staff. Please 
review and complete the Permission to Serve Alcohol 
portion of this contract should you wish to serve alcohol 
at the event. It is required that the bar be continuously 
supervised. Professional bartenders are required to 
assist in controlling the consumption of alcohol. Cash 
bars are not permitted. No liquor, including 3.2% beer, 
shall be served on these premises to individuals under 
21 years old. The Security Deposit will be forfeited for 
lack of continuous bar supervision and failure to control 
consumption. 
 
Auditorium Use 
 
No food or beverages are permitted in the auditorium or 
on the stage. Please be advised that auditorium curtains 
are fireproofed and can be easily damaged by any liquid. 
Should damage occur, your party will be held 
responsible for cost of cleaning and/or replacement. 
 
Catering 
 
RMCAD has an exclusive catering arrangement with 
Gourmet Fine Catering. You must execute your own 
contract with them directly. 
 
Please inform you vendors of scheduled arrival and 
departure times. Caterers and other vendors must arrive 
and set-up within the contracted prep time. Please 
understand your catering contract so that all room setup, 
linens, tableware, service, and cleanup issues are 
covered.  
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Decorations 
 
Decorations, especially the use of candles, must be 
approved by the Events Coordinator. Rice, birdseed, 
confetti, glitter, luminaries, fireworks, potpourri, feathers 
and other difficult-to-clean materials are not allowed.  
 
Deliveries 
Time and dates of deliveries and pickups by vendors 
must be arranged in advance with The Office of Events. 
The College is not responsible for items left here before 
or after an event. 
 
Furniture Setup 
 
The Events Office will provide the initial setup of chairs 
and tables before preparation time. Rental furniture is to 
be set up by your caterer and/ or rental company. The 
furniture list that follows is available for use at no 
additional charge: 5’ round tables, 8’ rectangular tables, 
6’ rectangular tables, white plastic “wood style” folding 
chairs and outdoor ceremony chairs. 
 
Parking 
 
On-campus parking is included with your rental. The 
Rotunda/ Auditorium parking lot is located on the south 
side of those facilities, and includes two designated 
handicapped parking spaces. This lot can be reserved 
for weekend events as needed. There is a Campus Map 
available that includes all facilities and parking areas, 
please inquire.  
 
Preparation Time/ Cleanup and Departure 
 
Each event is provided with two hours preparation time 
before guests arrive for decoration, food prep and 
technical set-up and one hour for cleanup and departure. 
Additional hours may be purchased if available. RMCAD 
maintenance staff will empty trash receptacles and 
remove furniture if necessary. 
 
Reservations 
 
Receipt of contract and event deposit will be followed by 
a confirmation e-mail and/or letter to contact person 
verifying event, date and availability.  
 
Smoking 
 
Smoking is prohibited inside all buildings on the 
Campus. Smoking is permitted only in the designated 
smoking areas. Please extinguish all smoking materials 
in the outdoor ashtrays  


