Isaiah Davenport House museum, a property of Historic Savannah Foundation

On Columbia Square - 324 E. State Street   - Savannah, Georgia  31401

Phone:  912/236-8097 - FAX:  912/233-7938 - info@davenporthousemuseum.org

www.davenporthousemuseum.org
For Combination Rental – Kennedy Pharmacy/Davenport House Garden

Isaiah Davenport Museum

Garden Rentals Fact Sheet – Policies and Procedures

A Note from Museum Management on DH Garden Rentals:

Understanding that the Isaiah Davenport House’s primary function is to operate an historic house museum, we offer our courtyard garden for rentals after-hours.  Renters are required to comply with all policies and procedures as well as the specifications delineated in the rental contract.  The garden offers a beautiful setting and the Davenport House community is delighted to have it used for special occasions.  If you choose to rent the garden, the museum staff will work with you to insure a memorable event.   
Information Sheet:  
Renters will complete an information sheet provided by the Davenport House listing details of the rentals and have it in the hands of museum staff no later than 14 days prior to the rental.   EVERYTHING AGREED UPON  MUST BE IN WRITING. (EXAMPLE:  deliveries and pick up, type of decorations, rehearsal schedule, etc.)
Types of Events:  
All events are expected to harmonize with the character and mission of the museum and must be approved by the museum.  No commercial, political, religious, or fund-raising events are permitted, although non-profit organizations shall be permitted to charge their members a nominal fee to defray the cost of the event.  There shall be no fund-raising before, during, or after the event.

Because the museum functions as an educational and charitable institution and noting fragility of the structure as well as objects, including plant material, in the garden, the museum reserves the right to decline the use of its facilities to a prospective renter for any use it deems inappropriate.

Fees:  There are Three types of rentals.  

Rental Type A – Wedding ceremony only. No alcohol. 3 hours on the property maximum.  $700
Rental Type B – Wedding and reception or any other type, 6 hours on the property maximum. $1200
Rental Type C – Addition of Kennedy Pharmacy. $500 for day use or $600 after 5 p.m.


Maximum use – all day and until 10 p.m.  $750
· All rentals require the balance due not later than 21 days prior to the event.

· All rental times include deliveries, set-up and clean-up.  

· An additional $100 per hour will be charged for any unplanned delays in exiting the property by renters, clean up personnel or delivery people.

· Those planning a rehearsal on the site will be charge an additional $50 for one hour or less in the garden after-hours as arranged with the DH rental coordinator.
Rental includes:  
Use of walled garden and courtyard; portions of the lower level of the Davenport House which includes restrooms and a small kitchen.  Museum staff will be on duty throughout the duration of the event to ensure the security of the site.  

Note:  Absolutely no portion of the museum exhibit area (floors 1 – 3) is available for rentals.  

Availability:  
Throughout the year.  
· So as not to conflict with museum operations, garden rentals will take place after 4:30 pm Monday through Saturday and until 10:30 p.m. 

· Early morning rentals may be schedule beginning at 6:30 a.m. and ending by 9:45 a.m.Monday through Saturday.  

· Rentals may be scheduled on Sundays from 7 a.m. until 12:30 p.m.
The garden is available until 10 pm

Guest Number:  

Rental in the garden cannot exceed 100 guests. (see the pharmacy on restrictions for its use) 

Catering: 
Rental B only: There are a number of highly skilled, creative caterers in Savannah. We are happy to work with them to provide a wonderful setting for each event.   All caterers are responsible for materials brought onto the property, preparation, and clean-up of the garden and kitchen areas.  Davenport House staff must approve all caterers.  No deliveries or set-up may be brought through the interior of the museum during museum hours (Monday-Saturday, 10 a.m. – 4:30 p.m.; Sunday, 1 p.m. – 4:30 p.m.)

Photography:  

Photographs (including videotaping) may be taken on the exterior of the museum.  No photography is allowed inside the museum’s exhibit area.  Photographers must consult with museum staff on arrival to the property to review the event and to be briefed on museum requirements.  Arrangements may be made for wedding portraits to be taken in the garden after business hours through the staff contact.  There is a $100 fee for this with a total of 1 hour allotted for the service.
Party set-up:  
The renter arranges all music, catering, tents, chairs, linens, etc.  These arrangements must be approved and coordinated with the Davenport House Museum staff.   

Decorations: 
 Any decor supplied from an outside source must be removed from the garden area by the renter directly following the departure of the last guest from the museum.  No live animals are permitted in the museum.  Decor must not endanger the museum's structure or affect its appearance.  
Rain plan:  
DH staff recommends that renters put a tent on reserve with one of the rental companies in anticipation of inclement weather.

Options for a rain plan will be discussed with the renter upon the initial review of the Davenport House facilities, but it the renters’ responsibility to make bad weather arrangements.

Set-up and Clean-up:  
THE SITE MUST BE LEFT  AS IT  WAS FOUND.  The renter is responsible for all set-up and clean-up.  The renters must understand this and designate someone to handle this if he/she is not available at the conclusion of the rental.   All trash must be tightly closed and placed in the trash containers in the lane behind the garden wall.  If the trash from the event excess the two can capacity of the DH, the renter must remove the exceed trash from the property.  All trash and glasses/dishes/utensils will be taken away from the garden at the end of the event.  Rented equipment -- tables, chairs and tents will be set up and taken down at the discretion of the Davenport House director.  Note:  The presence of rental furniture, catering materials, and other rental materials must not disrupt the usual museum experience. 

Delivery and Storage:  
The museum does not provide storage.  Delivery of any items required for the event shall be scheduled for the day of the event, and pick-up of the items shall be scheduled immediately following event.

Restrictions:  
*No smoking is permitted in the museum house.  *The throwing of rice, confetti, glitter birdseed or other loose material is prohibited.  

*No garden furniture — benches, urns, etc. — may be moved.  This does not include the tables and chairs in the courtyard.  If the renter plans to use the grassy area of the garden for a seated event, staff may require that the grassy area must be covered with Astroturf or rugs to protect it from shoes, chair legs and catering furniture.  

Alcohol Use:
 Rental Type B:  Alcoholic beverages may be served on the property as long as the proper permits have been obtained from the City of Savannah (see City of Savannah – Application for Permit to Dispense Alcoholic Beverages Temporary/Special Event).  Currently, the City of Savannah requires a $25.00 fee for this permit. However, some caterers and bartending services have their own licenses, so check with your vendors first.  A copy of the permit MUST be received by the Davenport House prior to the event.  The renter assumes all legal responsibilities for proper dispensing and consumption of alcoholic beverages by guests, including, but not limited to, legal consequences for underage drinking, driving under the influence and public disturbance due to intoxication. 

Bar Services:
It is your responsibility and the responsibility of your caterer to hire only bartenders who carry insurance. We will not permit any bar services not covered by their own or your caterer's insurance policy to work at the Museum.

The renter shall be responsible and liable for any and all damages arising out of the use of alcoholic beverages at events. The renter specifically agrees to ensure that alcoholic beverages are not served to minors at events.
Music:  
No amplified music is allowed other than that provided during the wedding ceremony.  This will be strictly enforced.

Lighting:  
Garden lighting is minimal.  Additional lighting is the responsibility of the renter and must be approved by the DH staff.  Interior lighting of the museum house is not available.
Parking:  
After hours parking is available along the street as well as in the Davenport House parking area.

Insurance:  
Renters of the Davenport House Garden shall provide the Davenport House with a Certificate of Insurance at least two weeks prior to the event indicating general liability coverage for the event in the amount of $1,000,000 combined single limit, and showing that the Historic Savannah Foundation is named as an additional insured for the duration of the event.  Event liability insurance is available online from companies such as Wedsafe.  Prices can be as low as $200 with some companies.   You are under no obligation to purchase insurance from them.  If you have home owners or renter’s insurance, you may also be able to purchase one time event coverage through your insurance company at a lesser rate.   Contact your agent for details.  The renters further agree to hold Historic Savannah Foundation, Inc. and the Isaiah Davenport House Museum, its agents and employees harmless from all claims of liability and will indemnify Historic Savannah Foundation and the Davenport House from any and all claims in connection with the use of the Davenport House and Garden.  

*Be sure to purchase your insurance well in advance (at least 6 weeks) of your event, especially during hurricane season (June - November.)  Insurance companies such as Wedsafe will not write policies for Georgia while any tropical storms or hurricanes are present in the Southeast or heading in that direction. 
Bartender Insurance:  See Bar Services above.

Credit Card:  
The renter must provide a credit card number, name on credit card, and expiration of credit card which will only be used if museum property is damaged or if additional hours need to be added to the original contract.

Appointments:  

Appointments to view the garden and to discuss arrangements may be made to view the space at 912/236-8097.  Museum Associate: jfreeman@savbusiness.net

GENERAL POLICES AND PROCEDURES FOR
KENNEDY PHARMACY FACILITIES USE
Pharmacy Address:  

Robert Kennedy Pharmacy is located at 323 E. Broughton Street in Savannah.
Use:

The use of the facility is subject to the following limitations

a. Regular operational needs and scheduled DH/HSF activities shall have the first priority

b. Activities must be consistent with the activities of the museum

c. Use of the Kennedy Pharmacy shall be regulated by administrative policies established by the board of trustees of Historic Savannah Foundation.

Mission related activities:

Because it is the mission of Davenport House/Historic Savannah Foundation to stimulate public interest in historic preservation, groups are encouraged to include an educational or historical component in conjunction with their event.  Ask your facilities use coordinator for more information.

Types of Events:
Use of the Kennedy Pharmacy/Davenport House facilities may be available for the following types of events:

a.  Davenport House/Historic Savannah Foundation sponsored events which presented activities to the public, including lectures, dinners, workshops, exhibit openings and presentation ceremonies.

b.  Internal events which are either nonpublic or attended by staff, volunteer, or members of professional organizations, including board meetings, annual meetings, staff events, etc.

c.  Events hosted by nonprofit groups, corporations, organizations or individuals, and involve the use of the facility, including business meetings and seminars, corporate events, banquets, wedding ceremonies, social receptions, etc.

Rental:

Rental of space includes approximately one hour of set up before the event and one hour of tear down after the event.  Rental rates include house lighting, heating and air conditioning, general site security, janitorial services for public areas and restrooms, and on-site event personnel the day of your event.  The revenue generated by these events benefits the annual operating fund of the Davenport House/Historic Savannah Foundation. 

Scheduling an Event:
All events are scheduled and coordinated through the Pharmacy Rental Manager.  All event details must be approved by Davenport House Museum Director, including but not limited to food service, entertainment, florists, event planners, production companies, decorators, invitations, printed materials, etc.  The procedures for scheduling an event are as follows:

a.  All facility users are required to complete an initial application and contract requesting use of the facility, which will be reviewed by Davenport House staff.  Requests will be considered with the museum’s needs in mind, including security, custodial needs, conservation, staffing, building logistics, and the museum/HSF’s own programming schedule.  

b.  Upon approval of the application, a 50% rental deposit fee for projected facilities for the event will be given to the Pharmacy Rental Manger to confirm the date.  No reservation will be confirmed until the signed application and contract as well as the deposit are received by Davenport House Museum.

c.  A detailed description including names of vendors is to be given to the Pharmacy Rental Manger no later than 15 days prior to the event.

d.  Full payment is due 21 business days prior to the event unless otherwise authorized.  Any additional costs incurred will be invoiced separately following the event.  A credit card number is required for the final balance.
Available Hours for Private Events:
a.  Daytime events may be scheduled Monday – Saturday, 8 a.m. to 5 p.m.  Evening events cannot extend past 10:30 p.m. (cleanup by 11:30 p.m.)

b.  ALL functions are to end at the agreed upon time. The Davenport House/Historic Savannah Foundation reserves the right to insist that guests, caterers and all vendors, etc. leave the building at the agreed upon time.  

c.  Facility rental may be scheduled based on availability.  During October (special program), December 26 – 30, Savannah Tour of Homes and Gardens (last week in March) and Savannah Garden Expo space and resources may be limited.  Please make special considerations during these periods.

Scheduling:
Booking of programs/events/weddings should be made several months in advance of the desired date through the museum/foundation.  All museum/foundation-sponsored events, programs and activities have priority over rental requests.

Fees:
Facility Fee Schedule:   $500 per day, 8 a.m. until 5 p.m..  

                                         $600 for three hour events after 5 p.m. 

                             Maximum use – all day and until 10:30 p.m.  $750
$250 is required to secure a desired date with the balance to be paid no later than 21 days prior to the event.
Payment:  

Checks are to be made out to “Davenport House Museum” with “Pharmacy Rental” noted in the memo.  The Davenport House Museum requires a valid credit card number to secure rental which will be retained until a final expectation is completed following an event.  If necessary a $500 cleaning fee will be charged to the card.  

Cancellations:
The museum/foundation reserves the right to cancel an event when a need arises for the use of the space for its own programming.  This will only be put into effect when the museum/foundation has not reasonable alternative.  A full refund will be made should this occur.  If the facilities user needs to cancel the event, cancellation must be made 30 days prior for full refund of the deposit, less a $150 nonrefundable processing fee.  If a cancellation is made later than 30 days prior to the event, 100% of the deposit will be retained by the museum/foundation.
Smoking:

The Kennedy Pharmacy is a smoke-free environment.  

Alcohol:

Alcoholic beverages are permitted in the Kennedy Pharmacy during special events and activities.  The client is responsible for complying and enforcing all state and federal laws, rules, regulations and policies concerning alcoholic beverages which include:

1.  The client shall retain the services of a professional (licensed) bartender to dispense alcoholic beverages.

2. Alcoholic beverages must not be provided or served to persons below the legal drinking age of 21 years old

3. It is the responsibility of the client and/or their caterer and /or bartender to require photo identification for those of or over the legal drinking age of 21 years old.

4. If a guest appears to have exceeded his/her limit, the client is responsible for notifying the designated DH representative and discontinue service of alcohol to the individual.

5. State law prohibits the sale of alcoholic beverages at all events.

6. All alcoholic beverages served at events shall be dispensed into glass cups.

7. No beer kegs may be used on the premises.

8. No alcoholic may be consumed outside of the DH/KP premises, any parking area, or on the public sidewalks at any time.

9. No open containers may be carried from the premises.

10. Service of alcoholic beverage must be discontinued at least 30 minutes prior to the end of the event.

THE USE OF PLASTIC, PAPER OF STYROFOAM CUPS IS NOT PERMITTED.

ALL ALCOHOL MUST BE SERVED BY BARTENDERS/NO COOLERS OR SELF SERVE BOTTLES PERMITED.
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Size:
The first floor of the Kennedy Pharmacy is 900 square feet and measures 40 feet by 80 feet.   The total occupancy of the building is 100 people standing.  75 people seated theater style and 60 people seated at tables.

Rental Equipment:
Renting the pharmacy involves the building only.  All equipment – tables, chairs, podiums, etc. need to be brought in.  All tables and chairs MUST have rubber tips. 

The facility user must contact Davenport House/Historic Savannah Foundation to discuss all requirements of setup and electrical needs.  All rental equipment is subject to the museum/foundation’s approval.  Facilities users must rent available event equipment from a reputable vendor.  The facility user will be charged the direct cost plus a 20% surcharge when the Davenport House staff handles outside rentals.
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Set up, Take Down and Clean up:

No additional time will be allowed the renter for set-up and clean-up without incurring a fee of $150 for 2 additional hours.  Four additional hours is considered an entire day.
The building must be left in a clean condition at the completion of the rental.  If this is not the case, a fee will be incurred commensurate with the condition of the building to be determined by museum staff.
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Electrical Requirements:
Normal electrical requirements are provided at no charge.  Anything above this is charged at a rate of $35 per hour not including any special hookup, installation or other specialty fees.

Vendors:
A renter may choose his or her vendor.  However, Davenport House/Historic Savannah Foundation may bar any vendor from the facility at its own discretion.  

Catering:
Catering is considered a client responsibility and is independent of your DH contracts.

Clients may choose to use one of the Davenport House/Historic Savannah Foundation preferred caterers.  You may select a caterer of your choice.  They must be approved and provide a copy of their certificate of liability, all applicable (paid up-to-date) occupational taxes, local and state alcohol beverage licenses, local and state health permits and any other required certificate.  The Davenport House reserves the right to refuse any caterer not on the “suggested caterers” list.

There are no catering facilities on the site.  All equipment, cookware, serving utensils and barware must be brought to the site.

Clients should instruct the caterer to provide adequate personnel as needed.  The catering staff is responsible for setting up the necessary tables and chairs for the event and cleaning the room at the end of the event.  It is the responsibility of the client to be sure your caterer understands they are responsible for cleaning up the serving area following the event.  This includes the galley area – cleaning the sink – sweeping the floors and removing all trash from the property.  If the area is not left in a clean and orderly state, the client will be charge additional fees which will be deducted from the deposit.

The Davenport House reserves the right to determine which area may be used for food and drink service.  

Caterers shall arrange an appointment with the designated DH staff to view the space. A floor plan must be submitted for approval 21 days prior to the scheduled event.
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Caterer’s Requirements:
All caterers must provide the Davenport House/Historic Savannah Foundation with a certificate of insurance from their insurance carrier stating that they have in force, bodily injury and property damage liability projection, including product liability, in the amount of no less than $1 million in combined single limit.  The caterer also must provide proof of workman’s compensation insurance as required by law.  All caterers shall provide the Davenport House Museum/Historic Savannah Foundation with a copy of their current food service commercial class 3 license by the Health Department of the City of Savannah.  The caterer also warrants that all food service equipment, supplies, food and beverage services, used or furnished within the Kennedy Pharmacy/Davenport House Museum shall be in full compliance with all laws, rules and regulations of the Health Department, City of Savannah, as if said laws, rules and regulations were fully rewritten herein.  All caterers must adhere to all of the Davenport House/Historic Savannah Foundation catering policies furnished by our facilities use coordinator.
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Cake Service:

If your event includes a wedding cake or other special dessert service, it must be contracted with and served by your pre-approved caterer.  At no time will a family member or outside persons be allowed to prepare, serve or set-up a cake.

Deliveries:
All deliveries must be coordinated through the Davenport House.  All delivery personnel must check in with the Davenport House staff prior to unloading.  The Davenport House staff has full authority to make corrective changes and oversee the supervision of deliveries, setup, production, catering, teardown and cleanup of the event.  All catering, floral equipment, decorations and other materials brought in by the facilities users or any agent (vendor) of the facilities user may not be installed in any public spaces prior to 4:30 p.m., the normal time the Davenport House is closed to the public.  All the breakdowns must occur immediately following the event and all rental and decorating items removed the same night, unless special arrangements are made.  The Davenport House/Historic Savannah Foundation cannot assume any responsibility for items left by the caterer, rental company or facility user.

Invitations and Printed Material:
The content of all printed material relating to the event, including invitation copy, programs, and promotional material is subject to the museum’s approval.  All material must be submitted to the Davenport House before it is in the final printing stages.

Décor:
Plans for all decorations, including floral arrangements and table centerpieces, must be approved in advance.  Hanging large signs or decorations on the outside of the building is not permitted.  The arrangements of deliveries, setups, and removal of decorations must be made through the Pharmacy Rental Manager.  Balloons, bubbles, glitter, rice, flower petals, sparklers and confetti are not permitted inside the Kennedy Pharmacy.

Decoration and aisle runners CANNOT be taped, nailed, thumb-tacked, screwed, pinned or fastened to windows, woodwork, floors or any Kennedy Pharmacy property.  

Only dripless candles may be used.
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Music, Dancing and Entertainment:
All plans for music, dancing and/or other forms of entertainment are subject to the museum’s approval and must be cleared through the Davenport House Museum.   Museum staff has the right to monitor and strict the volume of music/entertainment performed.  No amplified museum is allowed except during wedding ceremonies (only).

We suggest the use of elegant acoustic sounds such as string quartets, jazz trios and other sting or acoustic instruments.  
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Communication:
The renter is responsible for providing and making arrangements for officials, musicians, flowers, decorations and other details.  The renter is responsible for communicating all DH/HSF policies for facilities rentals to vendors.  

Parking:
There is no free parking available at the Kennedy Building Monday through Friday from 8 a.m. until 5 p.m.  There are meters around the facility. At other times there may be limited parking available.  Renters must to check with the Davenport House Museum about this.
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Public Restroom:
One ADA approved public restroom is located in the building.  The restroom may be used for rental.  However, it should only be used for last minute preparations for wedding rentals.  Bridal couples and attendants are encouraged to come dressed as there is no changing facilities available on site. 

Pets:
Excepting service animals, pets are not allowed on the grounds or in the building at any time.

Storage:
Storage space for equipment and supplies is not available at the Kennedy Pharmacy/Davenport House Museum/Historic Savannah Foundation and any such materials brought in must be removed at the end of the rental.  Under NO circumstances does the museum/foundation assume responsibility for materials left in the building or on the premises.  

Noncompliance:
The Davenport House Museum/Historic Savannah Foundation reserves the right to deny use of its facilities to any person or organization not complying with the Davenport House/Historic Savannah Foundation policies and procedures.

Liability:
Each facility user shall indemnify and hold harmless the Davenport House Museum/Historic Savannah Foundation, its agents and employees against any and all damages, claims and liability due to the loss of property of others or any other liability arising out of its use of the museum/foundation facilities.  The facility user is responsible for the payment of damages to or loss of Davenport House/Historic Savannah Foundation’s property if occurred as a result of the preparations or clean up for, or during the actual event.
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Insurance:
The facility user is required to maintain liability insurance for the event and shall name Davenport House Museum/Historic Savannah Foundation as an additional insured on their policy.

Security:
Contracted individuals may be required to submit a copy of his/her driver’s license before signing contract.  If security coverage is deemed necessary, the renter is responsible for the cost of security.  Security coverage may be obtained through Savannah Police Department Offices and Chatham County Sheriff’s Office Deputies.

Uncontrollable Circumstances (storm cancellation):
The Davenport House reserves the right to cancel an event when advance weather forecasts indicate the building(s) and/or grounds should be vacated, evacuated, or secured due to an approaching storm.  All deposits/payments will be fully refunded.
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Event Staffing:

There will be a designated DH representative dedicated to your event.  They will be required to be available for the set-up, duration, and clean up of the event.  Their duties can include, but are not limited to, assisting vendors with facility access, directing guests, and generally serving as host of the Davenport House Museum.

Exceptions:

Any exceptions to the rental policy and guidelines shall be approved by the DH director/HSF CEO.

Appointments:  

Appointments to view the garden and to discuss arrangements may be made to view the space at 912/236-8097.  Davenport House Director: jcredle@savbusiness.net
Updated:  10/15/10

