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We are located at Quiambaug Cove, 107 Wilcox Road, Stonington, Connecticut, directly off Route |




2011 Reservation Package for Private Events & Policies

We have adjusted our rates to be more competitive, and for you to have a chance to promote your goods, services and talents to a wider audience!

Please fill out and sign this form for any privately held event, and send to: info@mysticindietheater.com. Or mail to: Mystic Independent Theater, 107 Wilcox Road, Suite 113, Stonington, CT 06378. You may type into this Microsoft word document, or fill out by hand. Please do not delete any information from this form.

The theater has occupancy of 49 guests, with a total of 46 theater seats. 

Private events for commercial or private groups including:



• Group or club presentations and activities (not open to public attendance)


• Private training seminars and conferences


• Awards ceremonies (by invitation only) 


• Policital events, fund-raisers, discussions and live music events (by invitation only)





Private events for individuals and families including:



• Wedding ceremonies 


• Birthday celebrations with:
clowns, magicians, puppetry, karaoke or musical guests

• Memorial gatherings
(not advertised to the public)

• Family reunions or anniversary celebrations showing home movies or original wedding videos

• Private events with musical or other entertainment
General Information
If your date is available, we will notify you and send an invoice for ½ the total cost of your event. Your event is confirmed when payment and signed copy of our Reservation Package & Policies is received. 

Hourly and special event rates are posted under “Rate Sheet for Private Events” in this document. Theater staff must approve all events, and the event host and attendees must adhere to the theater’s policies. 

Thank you for your interest in Mystic Independent Theater. We look forward to working with you.

Your name (Event Host):

Organization (if any):

Address:

Phone number:

Fax number:

Email:

Date of event requested:

Start time:

End time:

Type of event:

How many people are expected to attend?

To Show a Film or Video

The theater is available for use to show home movies, wedding videos, PowerPoint presentations and other media created by individuals. If a film is copyrighted, we can only show it in the theater with proper licenses or permission. Please see our theater’s policy about copyright under “Film and Video Presentations” for more information, or contact us for licensing agents.

Do you have permission from the copyright holder, or have you obtained a public performance license to show a film? Please write down the name of the film here, and who gave you permission:

__yes __no    Name of film:                         

Who granted permission:
Audio Visual Technician

An Audio/Visual Technician on Mystic Independent Theater’s staff will be required for: showing a film, video, musical event or PowerPoint presentation. The technician must be present for the duration of your event. Technician fees are separate from theater rental. Please see rate sheet.

Will you have a film, video, musical or PowerPoint presentation? Please “x” one, and please specify which event it will be.

____yes      ____no 
Food & Beverages

Food and beverages may be served in the theater with prior approval by theater staff. Some items are not suitable for the theater. Please see our policies and rate sheet for cleaning fees. 

Will food or beverages be served? Please “x” one.

____yes      ____no

If so, what kind. Please be specific.


Will alcohol be served? Please see alcohol policy. Please “x” one.

____yes      ____no
Rate Sheet for Private Events
The theater may be rented hourly. 

DAY RATES

Hourly Rates from 9 am - 5 pm $50 per hour (without an Audio/Visual Technician) ADD $25/ hour for AV. Rates are calculated from the time you enter the theater (to set up), until the last person leaves your event.


1-hour event:
$50
(with sound or video: $75)

2-hour event:
$100
(with sound or video: $150)

3-hour event:
$150
(with sound or video: $225)

4-hour event:
$200
(with sound or video: $300)

5-hour event:
$250
(with sound or video: $375)

6-hour event:
$300
(with sound or video: $450)

7-hour event:
$350
(with sound or video: $525)

8-hour event:
$400
(with sound or video: $600)


6% sales tax and applicable fees will be added to final bill

EVENING RATES

Hourly Rates from 5 pm on $75 per hour (without an Audio/Visual Technician) ADD $25/hour for AV. Rates calculated from the time you enter the theater (to set up), until the last person leaves your event.

1-hour event:
$75
(with sound or video: $100)

2-hour event:
$150
(with sound or video: $200)

3-hour event:
$225
(with sound or video: $300)

4-hour event:
$300
(with sound or video: $400)
5-hour event:
$375
(with sound or video: $500)

6-hour event:
$450
(with sound or video: $600)

7-hour event:
$525
(with sound or video: $700)
8-hour event:
$600
(with sound or video: $800)

6% sales tax and applicable fees will be added to final bill

Set-up and Breakdown 

Your event begins when you arrive at the theater, please calculate the amount of time it will take you to set up and break down when estimating your needs. 

Audio/Visual Technician Rate

To run any film, video or musical event or PowerPoint presentation, or to use our microphones, PA system, there is a fee for an Audio/Visual Technician.  $25 per hour, for the duration of your event

Food, Beverages & Clean-up

Some food and beverage restrictions apply. Please let us know what types of food or beverages you would like to serve. The event host is responsible for removing any food or refuse from the theater after an event. The clean-up fee is required to remove any spills, stains or crumbs that may be left behind.


$25 minimum clean-up fee: Any event 4 hours or under with food or beverages.


$50 clean-up fee: Any event lasting longer than 4 hours with food or beverages

Rehearsals

The theater may be rented for rehearsals at the discretion of Mystic Independent Theater.
Weddings

Daytime

Weddings may be held in the theater for full day rental of $400.00 if held between 9am and 5pm. Additional cleaning fees apply if food or beverages are served. Please see rates.

On your wedding day, no other events will be held in the theater so that you may set up decorations, take photographs on the premises and have uninterrupted use of the facility. The theater will be available to the wedding party for a total of 8 hours. 

Evening

If the wedding takes place in the evening, we will discuss how much time you need to set up during the day and adjust your rate accordingly. 

Food and beverages must be approved by theater staff prior to theater reservation.


Estimating Your Event Cost

You may use this sheet to estimate the cost of your event. Mystic Independent Theater staff must approve final fee amounts. You may send in this estimate with your form. Please do not send payment until your date has been confirmed.

If you would prefer, we can finalize your event planning with you, and assist in determining your total event cost. You may contact us for an appointment.

We will notify you if your date is approved, and return this estimate to you with any corrections. After we receive ½ of your total estimate, your event date(s) will be confirmed. 

The remaining balance is due immediately prior to your event. If discrepancies occur between the estimate and actual theater usage (overages), your final bill will be adjusted accordingly.

Calculating Your Event Fees
	Date(s) requested
	

	Start time to end time: Use am and pm.
	

	Total number of hours:
	HOURS:

	Cost of theater rental 
	TOTAL:

	If your event crosses over day and evening rates, please contact us.
	

	
	

	A/V technician fee (if any): Same number of hours as your event x $25
	TOTAL:

	
	

	Clean-up fee (if any): ($25 food/drinks 4 hrs, $50 over 4 hrs)
	TOTAL:

	
	

	Wedding from 9 am - 5 pm, full day rate of $400.00
	

	Wedding, evening after 5 pm, please call us.
	

	                                           Estimated Cost of Event (before taxes):
	

	Do you have event insurance?  YES or NO
	

	Serving food/drinks? YES or NO
	

	Serving alcohol (no charge, see additional policies)? YES or NO
	

	Do you have a permit to sell liquor? YES or NO
**You must give us a copy of your permit before event is confirmed
	

	Do you have a public performance license or permission from copyright owner to show any copyrighted film? YES or NO
	


For Theater Use Only

	Date received/approved/not approved:
	

	Is information on form complete?
	

	Is document signed and dated?
	

	50% fee paid:
	

	Event Insurance required?
	


Mystic Independent Theater Policies



All Events



All events must be approved by Mystic Independent Theater, and the event host and attendees must adhere to the theater's policies.



Theater Staff on Premises

Mystic Independent Theater staff will be on premises for all events.

Reservation Confirmation

A signed Private Events Reservation Package and Policies document and a 50% deposit must be received by Mystic Independent Theater to guarantee a reservation.

Cancellation Policy

Cancellations made 14 days or less before an event are non-refundable. Extreme weather conditions will be considered if the event host wishes to cancel. We may require a non-refundable deposit for some bookings, especially for multiple dates or weekends. 

Mystic Independent Theater reserves the right to cancel any event due to any circumstances. Severe weather, damage, or safety hazards of any kind may result in event cancellation. If the theater cancels an event, all fees paid to Mystic Independent Theater will be refunded, except if cancellation occurs during or before an event in which there is damage or non-adherence to theater policies.

Payment & Terms

• The remainder of event’s estimated balance must be paid prior to the event. If the event has overages, an additional amount may be due after the event.

• Cash or checks are accepted, payable to Mystic Independent Theater. There is a $30 fee for checks returned by the bank.

• Event hosts are solely responsible for any damage or extensive clean-up fees, and may be billed separately for cleaning and repairs, at the discretion of theater staff.

Event Set-up & Decorations

Mystic Independent Theater must approve all materials used for setting up an event. Some decorations may be restricted, at the discretion of theater staff. Nailing decorations to the walls is not allowed. Theater staff will work with you to decorate the space by non-damaging means.

Restrictions

• Fire, flames, incense or other flammable materials are not allowed in the theater.

• Smoking is prohibited in the theater and inside the building.

• Weapons and explosives are not allowed in the theater.

• Oily or goopy substances, chemicals, bubbles, or other liquids may not be suitable for the theater’s upholstery. Please notify us of any substance you wish to bring in the theater. Approval by theater staff must be obtained prior to your event.

Candles

Mystic Independent Theater staff must approve the use of candles at their discretion. Candles are allowed only if they are enclosed in a glass container that encompasses the flame, for brief ceremonies such as weddings. Placement of such candles MUST be approved by Mystic Independent Theater staff. Candles may not remain lit during the duration of an event.

Audio/Visual Technician

The theater is available with or without an audio/visual technician. All video presentations will require the use of a technician on our staff.

Sound

The sound and noise of events in the theater must not exceed acceptable levels at the discretion of Mystic Independent Theater staff.

Food & Beverages

Some food and beverage restrictions apply. Please let us know what types of food or beverages you would like to serve.

Alcohol Policy

Alcohol may be served at an event only if it is not sold and there is no cost of admission. If there is a fee for admission and alcohol is to be sold, a liquor license must be obtained by the event host, and presented to theater staff prior to reservation confirmation. Drinking alcohol by persons under age 21 is strictly prohibited in all circumstances. Mystic Independent Theater reserves the right to discontinue an event where alcohol is served for non-compliance. 


Cleaning 

The event host is responsible for disposal of trash, removal of any event materials, and is responsible for any damage that may arise during the event, set-up or breakdown. A $25 minimum clean-up fee will be required for any event serving food or beverages. Any event lasting over 4 hours or longer with food and beverages will require a $50 clean-up fee. The clean-up fee is required to remove spills, stains or crumbs that may be left behind. Our goal is to leave the theater in immaculate condition for all future uses. The theater must be returned to same condition as found. 

Damages

The event host will be liable for any damages occurring during their event. 

Event Insurance

We recommend that the event host purchase event insurance to cover any liability or damages that may arise. Mystic Independent Theater reserves the right to require such insurance.

Waivers

Insurance waivers may be required for certain events. If an insurance waiver is required, the event host will be provided with one for guests to sign prior to the event.

Film and Video Presentations

Prior to the event, the event host must obtain proper licenses for public performance of copyrighted materials, hold the copyright, or obtain permission from the copyright owner to show a copyrighted film or video. The event host will hold harmless Mystic Independent Theater over any copyright infringement disputes, and agree to pay any/all attorney’s fees for all parties arising from such disputes.

Event Host Agreement with Mystic Independent Theater Policies

The event host must agree to hold harmless Mystic Independent Theater, it’s employees, and the property owners of 107 Wilcox Road in the event of any personal injuries, loss of life, theft or damages resulting from the use of Mystic Independent Theater or the property at 107 Wilcox Road, Quiambaug Cove Professional Suites.

The Theater is Downstairs, not Wheelchair-accessible



The building is handicapped accessible, however the theater is not, and requires going downstairs. Public restrooms are available one level up, on the ground floor. We regret that we cannot accommodate all, due these limitations.

The event host must provide us with a signed copy of Mystic Independent Theater’s Reservation Package for Private Events and Policies document at the time of payment of ½ the reservation fee.

I have read and agree to all of Mystic Independent Theater’s reservation guidelines and policies.

PLEASE PRINT YOUR NAME, SIGN AND DATE THIS FORM, PAGES 1-8.

PLEASE RETAIN A COPY FOR YOUR RECORDS

Event Host Printed Name                                                        Signature                                     Date

Please fill out and sign this form and agreement for any publicly held event. Send it to us via email to: info@mysticindietheater.com or mail to: 107 Wilcox Road, Suite 113, Stonington, CT 06378. An electronic signature is required if sent via email.
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