The Indiana Hotel Lobby

The 1928 Indiana Hotel Lobby restored to Mediterranean grandeur is the ideal companion for
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your umcorge’ctable event. The Possibilities are endless — from elegant recePtions for 150

guests to intimate salon gatlﬁerings, mixers, or dancing the nigi"it away — the Indiana Lobby will

suit the atmosPl'iere of your sPeciaI event.

The Indiana Hotel Lobby will comicortablg accommodate:
¢ Sit Down Buffets for up to 140 guests
¢ Plated Dinners for up to 150 guests
¢ Mixers (Cocktail set uP) for up to 225 guests

¢ Unique wedding ceremonies for 100 guests or
fewer (seated at tab!es or standing)

are also Possible.

The Embassy SPecial Events Coordinator will work with you to determine the floor Plan that
best suits your sPecial event needs, Providing you with an array of oPtions. Customized floor
Pians Provided bg the Embassy SPeciai Events Office will maximize the unique ambience of
the Indiana Lobbg, while Providing comfortable space for your food and/or beverage service,
dance Hoor, and DJ or live band.



The Embassy Theatre Lobby

Accent your sPecial event with the unmatched sP!endor of the 1928 restored Embassy
Theatre Lobbg. Providing the Pemcect backdrop for sPecial events from grand wedding
ceremonies to unForget’cable recePtions and Parties — the Embassg Theatre Lobby offers tlﬁe

Fairg tale stetting for your sPeciaI event.

The Embassy Theatre l_obby will comFortaHy
accommodate:

¢ Sit Down Buffets for 170-180 guests

¢ Plated Dinners for 170-180 guests

¢ Mixer (Cocktail set UP) for 250-275 guests

L Wedding Ceremonies for 250 guests

with amPle space for your dance floor, live musicians and wedding ceremony accoutrements,
social events at the Embassg Theatre Lobby are recognized for Partnering the |obbg’s grand

beauty with the Embassg’s five-star customer service.

The Embassy Theatre l_obby is available for Parties and recePtions June througlﬁ August.

Wedding ceremonies may be available other months, Please inquire for details.



Additional Space

The Mezzanine Salon

The Mezzanine Sa]on on tlﬁe second level of the lndiana Hotel Lobbg offers a Private space
erfect for business meetings, luncheons, or rehearsal dinners. In addition, the Mezzanine
Salon is also an ideal space to enhance your Indiana Hotel Lobby rental for: additional

seating, a children’s room, or even a Private salon setting,

The Mezzanine Salon will com?or’cablg accommodate:
L 4 Meetings for up to 30 guests
¢ Sit Down Buffets for up to 30 guests
¢ Plated Dinners for up to 30 guests

The Mezzanine Salon is available Januarg through October.

The Hoosier Room

The historic Hoosier Room in the lower level of the Indiana Hotel Lobby offers an intimate
restored space that is ideal for business meetings, Iuncheons, Pemcorming arts rehearsals,

business training sessions, or even rehearsal dinners.

The Hoosier Room will com?ortablg accommodate:
Meetings for up to40 guests

Sit Down Buffets for up to 350 guests
Plated Dinners for up to 30 guests
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Mixers For up to 40 guests

The Hoosier Room is available Januarg through
(thﬁkpr



Catering Information

The Cast of Preferred CAterers...........cvuvuuiuiiuiiiineitiiiiit ittt eiieeneenerenae

The Embassg strives to Proviclc you and your guests with a five-star atmosl:)hcre and customer service the dag
of your special event. The Embassg has Partnercc{ with several Preferred Caterers that have exhibited their
commitments to these goals. From simple to elcgant, cach of these caterers will Proviclc you with uniquc ideas, as

well as an outstanding attention to customer service.

Catablu Club Soda The Oyster Bar
2441 Broac[wag 255 E. Superior St. 1850 S. Calhoun st.
Fort Wayne, IN 46807 Fort Wayne, IN 46802 Fort Wayne, IN 46802
260-456-656% 260-426-3442 260-490-6755

Please kecp in mind the Fo”owingguidclines for catering, All caterers must:

e DBe aPProvcc{ bg the Embassg & Prol:)crlg licensed, with a copy of the license on file with the Embassg.

e Contact the Embassg SPccial Events Office at least 72 hours Prior to your event to discuss event times
and event flow.

*  Load-in and load-out onlg at the Harrison Street catering, kitchen entrance, unless otherwise speciFiccl.

* Remove ALL: trash gcncratecl From the event on the niglﬁt omc ’C]’IC event. (Trasl'l rcccptac]es are Providec{
at the rear of the buildingyjust off of Harrison Street.)

o Utilize propane stoves or gri”s generating smoke outside %lq.

. KeeP all doors surrouncling the catering, kitchen closed and secured at all times.

e Load-out by the time speciﬁcc{ in your contract.

Note: For all events in the Indiana Hotel Lobbg, you will be assessed a fee for your caterer’s use of the catering
kitchen and its amenities, including ice machine, rcFrigerator, microwave oven, warming oven, etc. The

dishwasher is not available for caterer use.

In order to Providc you and your guests with a safe atmosl:)]ﬂcre for your sPecia] event, Pleasc refer to the
Fo“owingguidclincs if alcohol will be served:

+  Allalcoholic beverages must be served 135 a licensed bartender with a copy of their alcohol Permit on
file.

+  Alicense to serve the alcohol on the Embassg Premiscs must be obtained bg your bartcnder, anda
copg on Filc wit|1 the Embassg. (Thc Embassg cloes not have an alcohol Pcrmit For use cluringgour
event.)

* No alcoholic bcveragcs may leave the Premiscs under any circumstances.

. Embassg security and event staff, have the right to limit the amount of alcohol being consumed bg you
and your guests.

*  Please Note: Pcrmits to serve alcohol and Pcrmits to have it on the Premises are two separate Permits.

(Pleasc contact State Excise or your caterer for clctails) .



Additional Information

The Cast of Preferred Party Rental COMPANTES. ..........covvuiiuiieininniiiiiiiiiniiiiiitiiennenin

Your Partg rental company can hclp you Plan your sPccial event down to the last clctails, with cvergthing from
fine linens and china to various sizes and stgles of tables and chairs. The Fo”owing have rel:)utations for

Provicling Embassg guests with a wide varictg from which to choose.

A Party Apart Bob Mutton Party Rental
200 E. Su[:)erior St. 55350 llinois Rd.
Fort Wayne, IN 46802 Fort Wayne, IN 46804
260—969—0999 260-4%2-8636
The Cast of Preferred PIANISES... .......cvuvuiiniiniiiiitiitii ettt

The Embassg will gladly Provicle you with a list of Preferred Pianists upon your requcst. You will be rcsPonsiblc
for scheduling and Paying the Pianist clirect]g. The Embassg Theatre Lobbg Yamaha Grand Piano may be
P]agccl on]g bg those Pianists on the Pregerrec{ list. The Indiana Hotel Lob[39 Packard Grand Piano may be
P]agccl bg the Pianist oggour choice.

Vendor TNfOTMALION. . .......o.vueuiieiiiiii e et e e e eane
The Embassg SPccial Events office has additional references available to you. lfzgou are in need of further

vendor information, Pleasc feel free to ask your Event Coordinator for a list of additional vendors (DJ’s,

Musicians, Florists, Wec{cling Coordinators, etc.).

PROLOGIAPIY. . .. eevevvnieeieine ittt ettt et ettt et et et a et e s e s e aea e r e
The Embassg Theatre Lobbg and Indiana Hotel Lobbg are available for Pre-weclcling, Post—wcclc{ing,

engagement, bridal, and gamilg Portraits. The go”owing are required:
+  Photo shoots must take Placc during normal business hours, 9am.to5 p-m., Monclag through
F‘ridag.
*  Photo shoots must be scheduled at least two weeks in advance, and are subject to availabilitg.
¢ Fees: $/5.00 per hour.

e The stage and auditorium are not included.

127 N
Paid Earking is available at the Civic Center Parking Garage off of Jefferson Blvd. and Calhoun st. (across from

the Embassg). Your guests will have access to the Skgbridgc !eading from the Grand Wagnc Center and
connecting to the Civic Center Parldng Garage.

Iree Barking is available at all downtown metered Parl(ing spaces, and the Lincoln Financial Group employee

Parking lot (belﬁincl The Palace restaurant on Harrison St.) for evcning and weekend events.



Building Regulations

**(@Please share this information with your florist and/or decorator)*™

The National Regjster of Historic Places recognizes the 1928 Embassy Theatre and Indiana Hotel

Lobby. As such, spccial attention is rcquired with regarcl to decorative materials for sPeciaI events.

Candles: All candles must be enclosed in glass, with the flame not exceec]ing the hciglﬂt of the glass

cnclosure. (Note: Uni’cy candlcs are cxcludcd, bu’c must be in a secured holdcr}.

Hanging ltems or wall Art: Ang items to be hung or suspended must be aPProved bg the Embassg in

advance of your event. No items may be secured to the walls using adhcsive, taclcs) etc.

Prohibited Decorative Materials: Please refer to contract Paragraph #7 fora complete list of

Prohibitcd decorative materials inclucling: crepe paper, glit’ccr, bubbles, rice, cc”ophane, corncetti,
cotton, corn husks, live or dried evergreen boughs, sheaves of grain, streamers, straw, paper, vines,

moss, coniferous {:oliagc) orany other combustible materials.

Please ask the Embassg SPccial Events Coordinator if you have sPcchCic ques’cions.

COde REGUITEMEMES. . . ..ov e veeieiet ettt ettt ettt ettt e e et e et aeeaene o
*  Due to the historic nature of the Embassy, this is a smoke-free Facilitg. By Ci’c9 Ordinance,

smoking is Prohibitecl in front of the building.

* To Protec’c the restored 1928 Plaster and fixtures of the Embassg, all sound levels (including
DJ’s and live bands) must be kcp’c below 95 decibels.

* 153 requiremcnt of the Fire Marsha”, any cords or cable must be secured to the floor with

ga#er’s taPc.

Y et 7
Embassg securitg is requirecl for ALL SPecial Events taking Place in the Embassy Theatre Lobbg

ancl/ or Indiana Hotel Lobbg. A rental of both the Embassy Theatre Lobbg and Indiana Hotel Lobbg

would rcc]uire two (2) security Personncl.)

Securit9 Pcrsonnel are scheduled bg the Embassg and are uniformed officers of the Fort Wagne
Police Dcpartmcn’c. Securi’c9 must be scheduled in four-hour increments. Itis at the Embassg’s

discretion to require more sccuritg Pcrsormel for your event.



Booking An Event

ROOM AVAUABUILY. . . ..ovvvvveininiiiiniiiii i e

The Indiana Hotel Lobbg, Embassg Theatre Lobby, Hoosier Room, and Mezzanine Salon may be rented
scparately, orin any combination. The Embassg Theatre Lobbg rentals are available only June through August;
however, wec(ding ceremonies may take Place throug]']out the year. Please inquire for details and to check into

sPcchCic date avai]abilitg.

o1 0 71

All rental Priccs are for an cight (8)—]’10ur maximum block of time, incluclir\g sct—uP and tear down oﬂjour event.

Additional hours will be assessed at an I’lourlg rate.

The Embassg will Place your eventon hold for tl‘n'rty (»0) dags with no obligations to you. You have first right of
refusal c{uring those tl’n'rtg c{ags. i another Partg is Prel:)arecl to rent the room, the Embassg will contact you
and you must decide at that time if you wish to Proceed with your event and the contract process. After you
have decided to use the Embassg, the SPecial Events Coordinator will draw up the contract. Thisis a lega”g
binding document, and must be read carcfu”g before signing.  Once your contract has been signccl and a

clePosit received, the room is guarantecd.

A deposit omc ﬁﬂy (650) Percent omc t]'le room rental and a” aPPIicablc taxecl is due two weeks From the contract
date. The balance of fees (i.e. room rental, rental equipment, security, etc.) will be due thirtg (»0) dags Prior to

your event. All deposits are non-refundable and all cl')argcs must be Paicl in full Prior to your event.

**(@Please share this information with your contracted special events companies, such as florist, D.J., etc.)**

The Embassg will have sct-ul:) for your event completed bg the move-in time defined in the contract. Load-in of
rented items, or decorative materials must be scheduled with the SPccial Events Office at least 72 hours in
advance of the clelivcrg. Load-in and load-out of all rented items or decorative materials must take Placc
through the Harrison Street catering kitchen door, unless otherwise spcchciccl. All items must be Picl(ecl up bg
IZ:OOPm on the Fo“owing business clag, unless otherwise speci{:iecl bg the Embassg. Please refer to rental

contract for a comPle’ce clcscri[:)tion of removal of Prol:)crtg.

Wedding REACATSALS. ........o.vvuiieiniiiiiiiiiiii i

When the Embassg is rented for a weclding ceremony, you will be Permittccl to a maximum of one ® hour of
rehearsal time Prior to your ceremony. This 1-hour block of time is subject to availability. All rehearsals must be

concluded bg 6:§OPm.

Embassy Grande Marquee RENEAl. .............oovuvuiriiiviiiiiiiiiiiiiiiiiiniiiiiieiieneen

The Embassg marquee is available on]g for events taking P]acc in this Facilitg. Your Special Event message will
run in rotation with the other events in the buildingy on the side {:acing Jefferson Blvd, unless otherwise

requestecl. Fantastic Photo oPPortunitg——gour Persona] message in ligl'xts on the Embassg Grande Marquecl



2006 &7 2007 Special Event Pricing

Embassg Theatre Lobbg .........................................................................
$1,275.00 / $1,500.00

Indiana Hotel Lobbg .....................................................................................
$875.00 / $900.00

MEZZANINE SAION. . e
$80.00 / $85.00

oo IS ol Moo ] 1 1 F OSSPSR
$80.00 / $85.00

= All room rentals are subject to 6% Sales Tax**

Standard Eight (8)-Hour Rental Includes: Insurance, Cleaning & Set up charges, and
[Six-72” round tables, 60 black ballroom chairs, & two-6’ buffet tables— (P/atcd dinner or
buffet set ulo)] OR [10 cocktail /bistro tables, & 40 black ballroom chairs (mixer set ulo)].

Please Note: Theatre Lobbg rentals do not include the Auditorium and/or Stage. These

areas will be secured at all times.

Holiday Rental Pricing
The Indiana Hotel Lobby is available on the ?o”owing ]‘nolidays: New Year’s Eve, New

Year’s Day, Memorial Dag, lndependence Day, Christmas Eve. (Christmas Day, Easter,
& Hanukah are not available).

2006 2007
Ho!iday Pricing—lndiana Hotel Lobbg .........................................................
$1,255.00 / $1,280.00
(ncludes a $200.00 staging gratuity)

Additional Hourly Rental

Indiana Hotel

Lobby ....................................................................................................
$175.00 per hour

Embassg Theatre



Wedding Rehearsals

I-Hour Wedding Rehearsal (see guideline details) ..o $50.00 /
$55.00

Embassy Grand Marquee
Marquee Rental (2-hour block) .o

$50.00 / $55.00

$25.00 / $25.00

[Four-Hour Minimum]



Equipment Rental Pricing

Tables and Chairs 2006 2007
72” Round Table, Seats 10, (15) ..o o oo $6.25 /
$6.50
8 Buffet Table, Seats 8, (12) ... $4.25
/ $4.50
& Buffet Table, Seats &, (16) .. oo $3.25 /
$3.50
27” Round Cocktail/Bistro Table, Bistro Seats 4, (12) ............... $6.25 / $6.50
24” Square Cocktail /Bistro Table, Bistro Seats 4, (8)................ $6.25 / $6.50
Black Padded Ballroom Chair, (150) ..o oo $1.25 /
$1.50
d‘nerry Wood Chair, (20) ... oo
$5.25 / $5.50
Oak Wood Chair, (10) .o e
$5.25 / $5.50
Salon GrOUPing‘—"SoFa,ZOverstuge.dChairs,zEndTchsw/LamPs, () $80.00 /
$85.00
Ro“ing Buffet Stands (7, various SIZ€S) ... oo ee e $10.50 /
$11.00
Round Glass Top Table (). $7.25
/ $7.50
41 Round Wooden Table (1) .o, $5.25 /
$5.50
Hotel Lobby Marble Higlﬁ Boy Table (e
$ComP|imentar9
Hotel Lobbg Marble Desk (1) ..o
$ComP|imentar9

()= Quantity the Embassy has available for rent.

Music T Sound Equipment 2006 2007
CD Sound System (5-Disc) —Indiana Hotel l_obbg .......................... $52.00 / $55.00
MicroPlﬂone (not wireless) —Indiana Hotel Lobbg ................................. $10.50 /
$12.00
Yamaha Grand Piano (includes tuning} —Theatre Lobbg .................. $130.00 / $150.00
Packard Grand Piano (includes tuning)—Ho’cel Lobbg ....................... $105.00 / $110.00




Pipe and Drape, Gold oo TR
$10.50 / $11.00
12> Mirrors (19) [rented per dozen] o $5.25 /
$5.50
12” Hurricane Globes (48) [rented per dozenl. .o $5.25 /
$5.50
Votive/Tea Lig]ﬁ’c Holders 244 [withcandles]...........ooo $5.25 / $5.50
Tall Easels (8) [Three stgles availablel. ... $5.25 /
$5.50
Brushed Brass Table Top Fasels (4) oo $325 /
$3.50

Miscellaneous Equipment
Podium
() et e e e et e e
$15.50 / $16.00
Table ToP Podium [with sPeaker & microP]‘none] ................................. $2550 /
$26.00
Single-TaP Beer DisPenser, [carbon dioxide included] .................. $52.00 /
$55.00
Indiana Hotel l_obbg Catering Kitchen . .o $105.00 /

$110.00



