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 RENTAL FAQ 
 
1. What is the difference in each room and how many people can it hold?  
     Our Main Gallery can be used during non-ARTgarage hours for smaller private events.  Perfect for wine and cheese    
     gatherings and holds up to 70 people standing.  Smaller cafe tables and chairs can be used for limited seating. 
 
     Studio B is our prime rental space and can host a variety of events including bridal and baby showers, graduation parties,  
     weddings, corporate events, fundraisers, private rentals, workshops, performing arts events and rehearsal space.  It can  
     accommodate up to 150 people standing or for a sit down meal utilizing a variety of table arrangements. 
  
     Studio C & Studio D are currently under construction and can be used for workshops or meeting rooms. 
 
     Studio E  is also under construction and is only available on a limited basis.  
 
2. Are there tables and chairs?  Yes.  We have a variety of tables including 8 foot rectangular tables, 6 foot rectangular 

tables, 60 inch round tables, small cafe tables and 150 chairs.  You would need to provide your own table linens. 
 
3. What kind of food preparation areas do you have?  Can I bring in my own food and beverage?   Yes!  Our facility is 

available for your own pot luck events or catering can be brought in.  A refrigerator is available and a separate food prep 
area can be configured for your use.   

 
4. Can I bring in my own alcohol?  Alcohol can also be brought in and only consumed by those over 21 years of age.  It is 

your responsibility to adhere to the legal drinking age.  If hosting a cash bar, a seller’s permit from the city must be 
applied for and posted and a licensed bartender is required. 

 
5. Can I arrive early to decorate and set up?  All decorating, set up time and clean up time, should be calculated in your 

rental time.   For example, if your event is scheduled to run from 1 pm to 4 pm, and you would like 1 hour to set up and 1 
hour to tear down, your total rental time should be from Noon to 5 pm.  Basic set up and cleaning is your responsibility, 
unless other arrangements are made. 

 
6. Is there a sound system available?  Yes!  Our system will accommodate a variety of options ranging from light 

background music, to speaking presentations, performances or band rehearsals. 
 
7. What are the fees involved?  Our base venue rate is $45 an hour.  Any additional charge would be determined at your 

appointment.  A $150 refundable security deposit is also due and would be returned after the event. 
 
8. What should I do next?  After reviewing this contract, contact Christopher Wylie at the ARTgarage at 920-448-6800 or 

cwylie@theartgarage.org to discuss your event details and explore available dates.  To finalize a reservation, please set up 
an appointment with Chris to see the venue, sign the contract and make your deposit.  A date can only be held up to 72 
hours.  If you book within the 72 hour time frame, the $150 security deposit will be reduced to $100.   



 

 

       
RENTAL APPLICATION 

 
 

This contract is for the use of:   Studio B_______ 
  Studio C_____Studio D_______  
Studio E______Gallery _______ 

 
 
 
Date of event:   ____  Time (to include set up and clean up): ______________________ Total hours:_________                                       
    
Name of Applicant: ______________________________ Organization: _______________________________________ 
Phone No.______________________________________ Email: _____________________________________________ 
Mailing address:____________________________________________________________________________________ 
Alternate Contact:________________________________ Phone No.__________________________________________ 

Description of anticipated use:             
Person(s) in charge during use of premises/contact info if different from above:       
 
  Check off all items needed: 
Tables Other	Items	 Tech	Equipment Music	Equipment 

8	foot	rectangle Number	of	Chairs	____________ Sound	equipment Piano 

6	foot	rectangle Refrigerator Projector	screen Drum	set 

60	inch	round Coffee	Pot Projector Congas 

Cafe	tables Stage   

 
Base Venue Rental Rate is $45.00/hour for all ARTgarage rentals.   Additional fees may apply for amenities. 
 
Is the event open to the Public?  [] Yes [] No Will you be charging tickets for this event? [] Yes [] No 
Selling tickets is the responsibility of the renter and the ARTgarage will not be a fiscal receiver unless mutually agreed upon.  
Anticipated attendance:       
 
What sort of marketing will you be doing?  Print, social media, radio, etc ________________________________________ 
 
ASCAP license:   ASCAP fee of $44 applies only to events that are open to the PUBLIC where live, recorded, or streaming 
music is played during the event.  It does NOT apply if music is played from a licensed radio station, is part of a 
religious/educational program, is the renter’s original music, etc.  For complete list of guidelines, please see ASCAP website.  
 
Will there be alcohol?   [] Yes [] No  Will there be a cash bar?  [] Yes [] No  
If selling liquor, applicant must attach seller’s permit and a copy of the bartender’s license. 
Name of licensed bartender: __________________________Bartender’s phone number:____________________________ 
 
A $150 refundable security deposit for damage, cleaning, overtime, and/or cancellation is due with the application.  Deposits 
are returned without interest, subject to satisfactory inspection of the premises by management. Cleaning charges, additional 
rental time, and penalty charges may be withheld if necessary. If charges exceed the amount of the security deposit, the 
renter will be billed and the balance is due within 15 days. 
 
Additional notes:              
                



 

 

 Description	/	Notes Amount	Due 

Rental	Fee  $ 

Additional	Charges  $ 

Total	Amount	Due  $ 

Plus	Refundable	Security	
Deposit 

 $ 

Grand	Total	Due  $ 

 
 

RENTAL AGREEMENT 
 

1. This rental agreement is between Cedar Center Arts, Inc. (“ARTgarage”) at 1409 Main Street in Green Bay, WI. 54302 
and      (“Renter”) for a one time rental on ____________________.  For ease of reference, each 
use of the premises will be referred to as an “event” for purposes of this agreement. 

2. Payment will be due in the amount, and at the time(s), identified in the Rental Application, except as modified by the 
specific terms of this agreement. Nonpayment will result in denial of access to the premises until payment is made/event 
cancellation/forfeiture of payment. 

3. Renter understands that only the specific area(s) identified in the Renter’s Application, plus the ARTgarage parking lot, 
are to be used or occupied by Renter. Due to fire and safety regulations, in addition to insurance limitations, Renter and 
Renter’s invitees are specifically prohibited from using or being present on the second floor of any portion of the 
ARTgarage property. Any damage or injury suffered by Renter or Renter’s invitees who violate this rule will be the sole 
responsibility of Renter.  

4. Renter agrees to indemnify and hold harmless the ARTgarage in the event of injury during the rental period. 

5. The ARTgarage is not responsible for any lost, stolen, or damaged property belonging to the Renter. 

6. Renter is responsible for any damages done to the ARTgarage building, artwork, or property, that occur as a result of 
Renter’s or Renter’s invitees’ actions or omissions. Reimbursement to the ARTgarage for the cost of any such damages 
will be due within 30 days from when the charges are incurred. 

7. Renter is responsible for Renter’s own set up and clean up. Renter agrees that all event set-up and clean-up is included in 
the times identified in the Rental Application. If Renter arrives early or stays beyond the reserved time, you will be billed 
each additional hour or portion there of.  Room shall be left clean and as initially arranged unless otherwise agreed upon.  
If renter fails to return the space to it’s original clean condition, the ARTgarage will assess an hourly cleaning fee of $45 
an hour.  Payment of such charges will be due within 10 days of such charges incurred. 

8. No candles or open flames are permitted on the premises.  No smoking is allowed. 

9. Renter must comply with all generally understood fire codes, safety regulations, laws, local ordinances, and instructions 
from law enforcement. 

10. No animals are allowed on the premises, with licensed service animals excepted. Renter will be liable for any 
damages caused by any animal brought onto the premises by Renter or its invitees. Reimbursement to the ARTgarage for 
the cost of any such damages will be due within 30 days from when the charges are incurred. 

11. Renter must remain on premises for the duration of each event. 

12.  At least one adult must be present for every ten minors in attendance; exceptions to this policy will be considered 
on a case by case basis by ARTgarage staff at their sole discretion. 

13.  It is the renter’s responsibility to make sure that no alcohol is consumed by anyone under the age of 21. 

14.  Renter will not disturb or interfere with ARTgarage visitors during ARTgarage business hours, and will not disturb 
or interfere with ARTgarage neighbors at any time. The ARTgarage does post “private event” signs for Studio B for 
private rentals and restrict access to Studio B; however, due to the location of the common restrooms, it is possible, 



 

 

though unlikely, that public visitors may inadvertently enter private events.  Securing public access to Studio B beyond 
those policies of the ARTgarage during open gallery hours is the sole responsibility of the renter. 

15.  Renter agrees that if Renter does not arrive within one hour of the starting rental time, the event will be canceled 
and ARTgarage staff will leave, and there will be no refund to the renter. 

16.  Renter may cancel events with at least 30 days’ notice. If 30 days’ notice of cancellation is given, the ARTgarage 
will refund the portion of the prepaid rental fee designated for that event. If Renter provides less than 30 days notice, the 
ARTgarage will refund half of the prepaid rental fee designated for that event. If Renter provides less than 7 days’ notice 
of cancellation, there will be no refund.  The security deposit will be refunded. 

17.  The ARTgarage reserves the right to limit attendance regardless of the number originally provided by the renter in 
the estimated attendance of the Rental Application, either due to fire regulations, the nature of the event, or the behavior 
of attendees. The opinion of the ARTgarage staff regarding any of these criteria will be final. 

18.  All event advertisement and invitation materials that include “The ARTgarage” logo in text or graphic format 
require prior approval prior to dissemination.  Any violation of this agreement or marketing prior to the down payment 
or signing of this contract will automatically cancel the event. 

19.  If Renter breaches any provision of this agreement, the ARTgarage may terminate this agreement. In the event the 
ARTgarage does terminate this agreement, the ARTgarage will refund any unused rental fees and security deposit less 
any amount due to the ARTgarage as a result of Renter’s breach of this agreement. 

 
*I have carefully read the rental contract and security deposit agreement, and fully understand the contents therein.  In 
addition, I am aware that my rental of said premises is to be limited to the use and occupancy size and description by the 
applicant above as set forth.    Initial:____________ 
 
________________________________________________                      _____________________________________ 
theARTgarage                            Date                 Applicant                                             Date 


