
 

Roti Roti Art Center of Buchanan​
 Private Event Rental Request Form 

Thank you for your interest in hosting an event at the Roti Roti Art Center! Please complete this 
form and submit it to info@rotirotiartcenter.com or drop it off during gallery hours. All rentals are 
subject to approval and availability. 

 

Contact Information 

Name: ________________________________________________​
 Organization (if applicable): ____________________________​
 Phone: ________________________________________________​
 Email: ________________________________________________​
 Mailing Address: ________________________________________ 

Event Details 

Event Title/Description: 

 

Preferred Date(s): _______________________________________​
 Time (Start–End, incl. set-up/clean-up): ___________________​
 Estimated Attendance: ____________________________________​
 Space(s) Requested:​
 ☐ Main Gallery​
 ☐ Classroom​
 ☐ Garden (weather permitting)​
 ☐ Other: _______________________________ 

Will food or beverages be served?​
 ☐ No ☐ Yes (please describe): _______________________________ 

Will alcohol be served?​
 ☐ No ☐ Yes (requires pre-approval and proof of licensing) 

Equipment Needs 

☐ Tables – Quantity: _______​
 ☐ Chairs – Quantity: _______​
 ☐ Other (please describe): ___________________________________ 



 
Rental Agreement Acknowledgement 

By submitting this form, I acknowledge and agree to the following: 

●​ I have read and understand the Roti Roti Art Center’s Private Event Rental Policy.​
 

●​ I agree to follow all guidelines, including set-up/clean-up responsibilities and supervision 
requirements.​
 

●​ I understand a security deposit and full payment are required by deadlines provided.​
 

●​ I understand that RRAC staff or volunteers must be present during the event.​
 

●​ I understand that cancellation less than 7 days prior may result in forfeiting my 
deposit.​
 

Signature: ___________________________________​
 Date: ___________________________ 

 

Basic Rules Reminder 

●​ No smoking or open flames​
 

●​ Alcohol only with prior written approval and proper license​
 

●​ Decorations must be pre-approved and may not damage the space​
 

●​ Renters are responsible for any damage to property or artwork​
 

●​ Children must be supervised at all times​
 

●​ Events must not interfere with RRAC programming without prior approval​
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