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History Center Rental Policy
The mission of the History Center is to serve present and future generations by collecting, preserving, and sharing historic artifacts, documents, and images that describe the people, places, and events that define Fort Wayne and Allen County history.  As a museum and a historic building, the History Center has a unique character all of its own for you to explore. You and your guests will discover exhibits placed throughout the building, possibly including the rental spaces. Please remember to take these fixtures into consideration when planning your event decor.  

Conditions of the Rental:

1. The Museum staff shall have access to all areas occupied by the renter.  When determined to be necessary by museum staff, a uniformed security officer will be on duty for events that serve adult beverages. A separate charge will occur.
2. The Museum encourages integration of the exhibits into the program of the renter.  All exhibit areas will be open during rental events.  The Museum Store may be open, depending upon the nature and time of the rental event. Historic interpretive tours, customized presentations and exhibits may be arranged for group functions at an additional fee. Advance notice is required for these specialty items.

3. Special exhibit cases, displays and artifacts of varying sizes may be located around the walls of the Shields Room. Clients will be notified within 90 days of their event if an exhibit will be in the room. These may be concealed by the client with museum approved equipment, if the client wishes to provide the equipment. Clients are encouraged to view the exhibit in advance of their date to make arrangements if desired.   
4. No smoking is permitted within the Museum. 

5. Food and beverages are not allowed within the Museum exhibit areas or on cases.

6. Candles in fire/shatter proof containers are permitted in the public rental spaces. Open flames are not permitted anywhere in or around the Museum.

7. The History Center has a limited supply of tables and chairs available for clients to use. If the client needs or desires additional equipment, a Museum approved rental company must be used. . The client/caterer will also coordinate the rental of any additional equipment needed for the setup of the event. The final equipment and furniture setup information is due at least 14 days before the rental event.
8. Decorating:  The client may begin setup before the event begins, providing they make provisions with Museum staff in advance and the space is not in use at the time. All decorating plans must be approved by museum staff 14 days prior to the event. The use of confetti, rice, birdseed or rose petals is prohibited. The client/caterer is not allowed to attach decorations to walls, ceilings, woodwork or other History Center property, inside or outside the building. Tape and staples are expressly prohibited. Balloons are allowed only if securely weighted down. Client is responsible for retrieving loose balloons. History Center property is not to be moved. Only museum staff is permitted to move some benches and signing. 

9. Clean up: It is the responsibility of the client to leave the facility clean and to prevent any damage to the facility, furnishings, and equipment.  Additional charges will be assessed for any damage to or cleanup of the facility that is beyond normal wear and tear.  Additional charges will be assessed for rental time in excess of the agreed upon hours. The History Center reserves the right to dispose of any items left on the premises as it deems appropriate after an event.
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10. Children should be supervised by an adult at all times. We request that children refrain from running and/or jumping on the staircases and limit the use of the elevator to accessing the upper floors.

11. Catering: If food or beverages are to be included in the rental event, they are the responsibility of the rental client, who will contract with a museum-approved, licensed caterer<<Other than wedding cake, no food or beverages may be brought in by the client or guests.>>

12. The History Center cannot accept responsibility for items delivered on behalf of the client.  The client/caterer must provide his own dollies or carts. History Center staff will not be available to load or unload items for client/caterer.
13. Parking at the History Center is limited to marked museum visitor spaces in the lot on the east side of the building during weekday business hours. Parking in the east lot and street spaces are usually free evenings after 5 p.m. and all day on weekends. If the lot is engaged by its owner, the parking garage at the 1st Source Banking building (corner of Barr and Main) is just one block away.
14. If the event occurs during regular museum business hours, museum visitors will have the right of way at all times to exhibits, entryways, hallways, restrooms, exits and the elevator.

15. It is the responsibility of the clients to communicate to their guests the policies contained within this agreement.

16. As a museum and a historic building, the History Center may require repairs to the facility to maintain its historic integrity. Museum staff will notify the client if this work will impact the event date as soon as possible. 
17. The History Center reserves the right to impose any additional rules or regulations, or set up special rental arrangements whether or not expressly provided herein, which the History Center may deem necessary to protect its interests and such regulations shall be binding upon the client. 

18. Rental client/Applicant, for itself and its employees, workers, guests and invitees, agrees to indemnify, hold harmless, defend, release and forever discharge History Center and its affiliates and their officers, agents, employees and any person or persons under their control (hereinafter collectively, “Indemnitee”), from and against any and all liability, damages, claims, demands, actions, losses, costs or expenses (including attorney’s fees and costs) of any kind whatsoever for which the Indemnitee incurs or becomes obligated or is alleged to be obligated to pay, arising out of or in any way connected with, but not limited to, physical or mental injury (including death at any time resulting there from) or damages to property (including loss of use thereof) if any such physical or mental injury or property damage arose or is alleged to have arisen out of or in connection with Rental client/Applicant’s use of the facilities of the History Center, whether or not such injury or property damage was caused or was alleged to have been caused or contributed to, in whole or in part by the negligence of the Indemnitee or by any act or omission of any other entity, and whether or not the Indemnitee may become liable for physical or mental injury or property damage by operation of law or statute.

19. The History Center is not responsible for any injury, loss or damage that may occur to the rental client, any guests or to property from any cause whatsoever, prior, during or subsequent to the time rental client or their guests are attending the Museum rental event.  Upon signing the Facility Rental Agreement, the rental client expressly releases the History Center, paid individuals, or volunteers from any and all claims from such loss, damage or injury.

20. A 50% deposit is to be provided by the rental client to secure the facility. FULL PAYMENT MUST BE MADE 30 DAYS PRIOR TO THE EVENT.  90% of the deposit will be refunded if the event is canceled at least 60 days in advance of the rental date.  A 25% rescheduling fee will incur if the event date is changed between 30-60 days in advance. No refund will be given if the event is canceled fewer than 30 days in advance of the rental date and the full rental fee will be due. 
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