United States
Marshals Museum

The United States Marshals Museum offers a variety of spaces within the building and grounds
for business meetings, conferences, receptions, weddings, dinners and other event rental need.
Please note that such activities may not interfere with the normal public operation of the USMM
and are subject to the policies and procedures outlined in this document, as well as any date-and-
time-specific details outlined in subsequent addendum(s).

We look forward to working with you and we realize that each event is unique. For this reason,
this document may not be completely inclusive of topics that arise from unique requests, so we
ask that you speak with our Administration Office regarding all Event details and requests.

Please note that by executing a Usage Agreement you acknowledge that you have reviewed and
do agree to comply with the terms of the complete rental policies.

In response to any public health emergency, the USMM will follow all CDC and Arkansas
Department of Health Guidelines that are in effect on an event date as to capacity, social
distancing, and PPE requirements.

Definiti

USMM. For the purpose of this document, the acronym “USMM" is used to define the United
States Marshals Museum, Inc., a 501(c)(3) Non-Profit business entity.

User. For the purpose of this document, the word “User” is used to define the individual and/or
organization who executes the User Agreement.

Museum. For the purpose of this document, the word “Museum” is used to define the building
and land within the physical boundaries of the USMM property.

Event. For the purpose of this document, the word “event” is used to define the time-period
during which a specific space of the Museum will be occupied by the User.

Vendor. For the purpose of this document, the word “Vendor” is used to define as any person or
organization hired (for fee or donated) by User to perform services related to User's Event.

Facilities. For the purpose of this document, the word “Facilities” is used to define all
equipment, furniture, and any other movable property located in or on the USMM land or
building.
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Agreement. For the purpose of this document, the word “Agreement” is used to define the
Usage Agreement, which will outline User and Event specific details.

Start Time. For the purpose of this document, “Start Time" is used to define the time at which
User or User’s representatives or vendors may arrive at the Museum to begin set-up for their
Event. Start Time is designated on the Usage Agreement.

End Time. For the purpose of this document, “End Time" desighated on the Usage Agreement
and is defined as the time by which:

a. the facility is to be emptied of all trash, which is to be placed in receptacles provided at the
loading dock (including food/paper/cans/bottles/decorations/etc. on floors, including
restrooms)

b. all furnishings and decorations must be removed from the building or placed in the
holding room at the loading dock for later pickup

c. and all persons out of the building.

l. General Event Information

Events at the Museum must be social, cultural, recreational, corporate, educational or personal in
nature. USMM will not discount use of the facility for political events, religious events or for non-
profit organizations.

User and its guests agree to hold harmless the USMM, the USMM Board of Directors, their
officers, employees, volunteers, and agents, as well as the USMM Foundation, the USMM
Foundation Board of Directors, their officers, employees, volunteers and agents for any damage
to persons or property resulting from accidents, injury or other incidents resulting from use of
the facilities.

The USMM is not liable in the event the facility cannot be occupied on the reservation date due to
Acts of God, war, contamination, terrorism, government regulation, disaster, strikes, civil
disorder, curtailment of transportation facilities, or other emergencies making it inadvisable,
illegal, or otherwise impossible for either party to fulfill the terms of a signed Agreement. Any
money paid will be refunded in the event of such emergency.

Any organization seeking to use the Museum and Facilities for an event involving an admission
charge for fundraising must qualify as a not-for-profit, tax-exempt organization under Section
501(c)(3) or other relevant section of the Internal Revenue Code. A copy of the Internal Revenue
determination letter must be provided to the USMM Administration Office prior to executing the
Agreement. The sponsoring organization must appear on the Agreement and provide a
certificate of insurance in its name per the requirements stated in section “IV - Insurance,”
stated below in this Policy.

Currently, the USMM is offering venue space only. User will be responsible for the rental,
delivery, set-up, take down, and return of all chairs, tables, pipe and drape and all other items
required for the Event.
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Events held in the Atrium must begin at/after 5 PM due to the Museum being open to the
public. If rented and/or approved, you may set up your event during 9 AM - 5 PM.

Vendors must coordinate delivery/arrival times with Museum Administration Office no later than
two weeks (14 days) prior to the Event. Delivery/arrival times are subject to USMM approval.
User must notify Vendors that User is solely responsible for all invoices. The USMM shall not
assume responsibility for User’s trade bills.

USMM staff and Security Guards have authority over all activities in the Museum and reserves
the right to remove individuals engaging in improper conduct.

The USMM has a No-Tobacco-Use Policy. This includes all types of tobacco products, electronic
cigarettes and vapor pipes. This policy applies to the interior of the building, café, patio, and all
exterior areas within 25’ of any entrance door.

User and its Vendors are responsible for the removal of all belongings, rentals, and related
materials from the facility by the “End Time" stated on the Usage Agreement. Please note that
the USMM reserves the right to inspect all items being removed from the Museum.

USMM assumes no responsibility for any loss or damage to any property owned by User, its
guests, Vendors, or other parties in the Museum.

Activities will be confined to the area dedicated to the Event. All additional space allowances are
subject to additional fees and will be charged to the credit card on file.

Weapons of any kind are not permitted within the Museum. Exceptions include law enforcement
and licensed security officers on official duty. Further exceptions are granted to unloaded
weapons used in educational programing, living history demonstrations and exhibits.

User shall not use the premises or property of the USMM for any purpose, activity, or business
other than what has been agreed upon in writing.

The USMM does not allow animals, with the exception of service dogs.

Il. Fees

The “Area Fee” as shown on the Usage Agreement covers the timeframe for which the space has
been rented. Planned arrival and departure times must be approved and finalized no less than
seven (7) days prior to the date of the Event.

If User or any of User’s vendors remain in the building past the access time, exceeded past a

grace period of 15 minutes, $250-$500 per hour will be automatically charged to the credit card
on hold.
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lll.Credit Cards

All facility rental agreements must provide a credit card for the USMM to have on hold. This card
will be used to charge post-event charges related to excessive cleaning, damages, and/or
extended time in the facility past “end time” as written on the Usage Agreement.

Credit card information must be provided no less than seven (7) days prior to your event. The
Credit Card on file will be utilized to pay deposits or full fees. User agrees to pay a 3% surcharge
on any amount paid by credit card.

Fees may be paid via check, cash or credit card.
Visa, MasterCard, Discover and AmEXx credit cards are accepted.

IV. Required Off-Duty Police Officer or Licensed
Security Guard and Guest S -

Security is required for all events with attendees of 100 or more. The USMM will contract with
off-duty police officers or security officers no less than one month prior to User’s Event. Security
Guard fees are set at time of contract; therefore, cannot be estimated in advance. Security
Guard fees will be communicated to User at time of security contract. User is responsible for
payment to USMM for stated Security Guard fees.

If User’s entertainment, speakers, VIPs, dignitaries, etc. have their own private security, armed or
otherwise, the USMM Administration Office must be notified a minimum of 2 months prior to the
Event.

Children under the age of 15 must be supervised at all times in any part of the Museum building
or property. Supervision is to be performed by a person over the age of 21. The ratio of children
to adult should be no greater than 15:1.

Users are responsible for ensuring proper conduct among guests. Persons attending a function
appearing to be intoxicated or demonstrating unruly behavior may be asked to leave by USMM

staff or security.

Final guest count must be completed and submitted to USMM Administration Office seventy-two
(72) hours prior to the Event.
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V.Curfew and Contracted “End Times”

All guests and vendors must be out of the event space by contracted End Time. Clean up of the
facility space must be completed by contract End Time. See User Agreement for specific End
Time in the space rented.

End Time may be extended for very specific needs or event purposes with prior approval by
USMM Administration. $500 per hour will be charged to the credit card on file when access is
extended past 12 Midnight. With daytime/evening rentals, $250 per hour will be charged to the
credit card on file when access is extended past rented access time.

VI. Insurance
I

Event.
USMM
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