
Columbia Kettle Works, LLC Switchboard Studios & Gallery
40 North 3rd Street 40 North 3rd Street
Columbia, PA 17512 Columbia, PA 17578
Event Manager: Marci Hayes Event Manager: Alison Liebgott
Cell: 717.203.2835 Cell: 717.779.9363
Email: marci.marcilicious.moore@gmail.com Email: missalisons@gmail.com
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Date of Event: _______________ Room:  Brewhouse _____  Switchboard _____

Today's Date: _______________ Renter's Name:___________________________________________

Phone No.: ___________________________ Email: ________________________________

Type of Event: ______________________________________

Note: Rental time must include time to set-up and decorate plus time to clean-up the room afterwards.
You cannot come in earlier to set-up the room unless you paid for the hour to do so.

Time Rented: _______________ to  ______________ Total Hours: ________________

Specifications of Event: __________________________________________________________________

Adders: 6'-0" Folding Tables $5.00 each - Black Table Cloths $10.00 each - Folding Chairs $1.50 each

Qty Needed - Folding Tables: _________ - Table Cloths: _________ - Chairs: _________

Food provided by: __________________________

Note: Rental time must include time to set-up and decorate plus time to clean-up the room afterwards.
You cannot come in earlier to set-up the room unless you paid for the hour to do so.

Rental Room Fee $ 400.00 for 1-4 Hours __________ Additional Time at $100.00/Hour __________

Switchboard Private Bar Rental $75.00/Hour + alcohol sales at current pricing.
Number of hours during event: _____ Hours
Custom Cocktails available for your event. Ask event manager for details

Switchboard DJ (DJ Madastrophic) is available for your event @$75.00/Hour. Ask event manager for details
Number of hours during event: _____ Hours

Switchboard - You can bring in live music for a $100 fee - Ask event manager for details.

TOTAL RENTAL MUST INCLUDE AN ADDITIONAL $100 SECURTIY DEPOSIT REFUNDED AT THE END OF YOUR
EVENT AND INSPECTION BY A CKW EMPLOYEE.  YOU WILL FORFEIT THE ENTIRE AMOUNT IF YOU OR YOUR
GUESTS TREAT OUR STAFF DISRESPECTFULLY, BRING IN ALCOHOL, USE CONFETTI OR GLITTER OR 
DO NOT CLEAN UP THE ROOM FROM ITEMS YOU BROUGHT INTO CKW AND STORED ALL YOUR TRASH
IN THE RECEPTACLE PROVIDED.



Columbia Ketttle Works, LLC Switchboard Studios & Gakkery
40 North 3rd Street 40 North 3rd Street
Columbia, PA 17578 Columbia, PA 17578
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RENTAL TERMS OF AGREEMENT:

ROOM IS NOT RESERVED UNITL A DEPOSIT IS RECEIVED.
FULL PAYMENT IS DUE 30 DAYS PRIOR TO THE EVENT 
PAYMENTS CAN BE MADE IN CASH OR CHECK ONLY. NO CREDIT CARDS.
CHECKS MUST BE MADE TO "COLUMBIA KETTLE WORLS LLC"

I _______________________________ understand the terms of the rental space at Columbia Kettle Works,
which are as follows: I am responsible for set up and clean up of the space in the time slot rented.
I will not decorate with any confetti or glitter of any kind. I will not tape items to the walls. I will not bring 
outside alcohol (against PLCB License Laws). I will  pay cash at the bar at time of ordering or run a credit card
tab at the bar, purchasing alcoholic beverages at current pub pricing as will my guests.

I will treat the staff respectfully and tip accordingly. All underlying agreements have been reviewed
by email. I am repsonsible for the conduct of my guests. Cancellation once deposit is made  will result in total
loss of deposit. I undetstand I will loose my Securtity Deposit in its entirety for non-compliance with the
preceding terms and those stated in the Security Deposit paragraph on page 1.

Total rental payment: $ _________ + $100.00 Security Deposit = $ _________  due 30 days before event

Deposit made: $ __________ Date: __________ Full Payment made: $ _________ Date: __________

Thank you for selecting CKW for your event. Please sign below:

Signature: ____________________________ Print Name: _________________________________

Mail Refund to:    ______________________________________

   ______________________________________

   ______________________________________
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