
 A non-refundable 25% of the rental fee is due when booking. The remaining balance and damage deposit is 

 due on the 1st day of the month prior to the month in which the event occurs. 

 Rental bookings are not fully confirmed until a signed copy of the Rental Agreement is received along with the 
25% of the usage rental fee. 

 * Damage/cleaning deposits are not factored in as part of the rental fee since they are refunded if warranted. 

 To obtain a Non-Profit discount the event must be by and for, the non-profit entity listed on the 990 Tax form or 
the Unified Business Identifier (UBI). Proof of tax exempt status must be supplied to Facilities department at time 
of booking. 

 All decorating and clean up is to take place within the contracted rental times. This includes dropping off and 
picking up of supplies and goods. 

 Occupation of the rented areas of the facility beyond the contracted rental time period will be charged no less 
than 1 hour at the additional hourly rate. 

 If continued occupation causes disruption in other renters’ contracted times or facility programming, then an addi-
tional fee may be assessed. 

 The City of Vancouver reserves the right to cancel an event due to emergencies or other extenuating circumstanc-
es. Full refunds or other accommodations may be made in such circumstances. 

 25% of the rental fee is due at the time of booking and is non-refundable. The remaining balance and damage 
deposit is due on the 1st day of the month prior to the month in which the event occurs. No refund will be given 
after that date*. 

 Any tobacco use must be done off site, it is a non-smoking campus.  

 Proof of individual liability coverage and/or special events liability coverage may be required.  

 User agrees to reimburse the City of Vancouver for any damages to city property or costs incurred as the result 
of user actions. 

 Facility use agreements are binding legal contracts, and may not be entered into by minors.                                   

  

You may bring your own food or have it professionally catered, whatever you like. Whoever is on the contract is  

ultimately responsible for all areas being cleaned. 



Audio/Visual checks and a table and chair layout must be performed no less than 1 week prior to the event.  

* Rental of both Oak & Elm rooms in the Marshall Center is required when amplified sound is to be used during the 
event. 

 Please advise Facilities of any decorations that you plan to use including any special accommodations you may 

desire that are not listed below. Decorations left up may incur a charge against the Damage and Cleaning de-

posit. 

 Allowed: 3M non-marring removable hooks, painters tape, ribbon, string and helium balloons with retrieving 

tethers are acceptable. Stages and other equipment must be on carpet or non-marring mats. Use of candles 

and/or incense requires approval from MCC Facilities Department prior to use. (OUTDOORS ONLY: bird seed 

and bubbles) 

 Not Allowed: Adhesive table skirts, confetti, piñatas, glitter, staples, nails, tape; including but not limited to: duct, 

masking, packing, scotch or any other tape except painters. Nothing is to be attached to the ceiling. Animals of 

any kind are not allowed (exception: service animals). No fireworks. 

 All tables and chairs must be wiped clean from smears, particulates and spills. 

 Floors must be swept and mopped as needed. 

 All decorations including balloons and adhesives must be removed. 

 Any trash (including cigarette butts) in front of entrance, in the hallway, lobby, terrace or restrooms must be 

cleaned up and thrown into the dumpster and the trash receptacles are to be relined (we supply bags). 

 Kitchen: See Facility Room Check-off List given day of or earlier upon request for specifics. 

 

General Rule: Leave the rooms in the condition you found them and if your group brought it in, you must take it out. 



SPECIAL USE ALCOHOL POLICY– LUEPKE CENTER 

Proper licenses and permits are required to serve on a limited basis at private receptions/functions in the Luepke 
Center Community room and some rental spaces in the Marshall Center with approval. 

 

A Special use Alcohol fee of $100. will be added to the rental agreement when ever alcohol is served. 

The following rules apply to use and distribution of alcohol on MCC property: 

Severe or continued violation of any of the following items may warrant immediate  

termination of the event without refunds. 

 Beer, Wine and Champagne ONLY and only when Parks & Recreation programs are not scheduled. 

 All food & beverages must be kept in the main room (not allowed outside or in the carpeted areas. 

REQUIREMENTS 

 Alcohol may only be served by a licensed bartender provided by the rental group. A copy of the license is re-
quired at the time of final payment. The bartender is responsible to ensure that no person is under the age or 
over served and that all alcoholic beverages are removed fro the center before leaving. 

 A state issued Banquet Permit must be obtained through the WA State Liquor Licensing web site at: http://
liq.wa.gov/licensing/online-banquet-permit  

 A copy of the permit is required at the time of final payment and must be on hand during the event 

 Alcohol allowed in the Luepke Community Room ONLY. 

 Alcohol can not be sold. There can not be any charge for drinks. No admission charges/fees/donations are  

      allowed, (exception of Special Occasion License Only) see requirement below. 

 The event may not be open to the public. 

 Alcohol service ends at 10pm when event ends by12am or alcohol service ends at 11pm if event ends by 1am. 

 Infraction warrants forfeiture of deposit, immediate event termination and no refunds 

Is for a private, invitation only event (not open or advertised to the public). The liquor must be provided free of 

charge.  

Allows a non-profit organization (NPO) to sell liquor at a specified date and place for their private and public 

events. All proceeds from the sale of liquor must go directly back into the non-profit organization. "Selling" includes 

soliciting, donations, and circumstances where a drink is included with the purchase of a meal. The fee for a special 

occasion license is $60 per day, per location and allows sales of beer and wine by individual serving for on-premise 

consumption. Special occasion licenses are limited to 12 single-day events per calendar year. The organization 

should apply 45 days before the fundraising events.  

The NPO must purchase the alcohol to be sold at the event directly from a distributor, grocery store, winery or brew-

ery and have the approved catering company’s Bartender serve it. Essentially, the NPO becomes a licensed retailer 

of alcohol for the day of the event and is allowed to keep the proceeds from the alcohol sales. The NPO may not 

purchase alcohol from a restaurant to supply their event. 


