
BEREA COLLEGE CONFERENCE SERVICES
FUNCTION SPACE BOOKING CONFIRMATION & CONTRACT

The following constitutes a contract between Berea College Conference Services (BCCS) and Berea Independent Schools (Client) representing the 2025 BCHS Commencement Ceremony. BCCS agrees to reserve, hold, and provide event space and designated services for the above-described client for the date(s) and time and in the specific location designated below.

	
	
	Fees

	DATE
	5/21/25 and 5/22/25
Rehearsal to be held from 9am – 11am both days
Commencement to be held from 7:30pm – 10pm on 5/23/25
	

	TIME
	Varies
	

	LOCATION
	Phelps-Stokes Auditorium
	$500.00 

	GUESTS EXPECTED
	700
	

	SET-UP REQUIRED
	None
	

	ADDITIONAL DETAILS
	
N/A
	

	CATERING
	N/A
	



To execute this contract and put a positive hold on the space, the Client representative must sign and send one completed contract to the BCCS office by no later than May 9th, 2025.

The usage fee for the function space named will be $500.00, and a check or credit card payment in that amount (Made to BEREA COLLEGE) must be paid by 6/30/25. Credit card payments can be made by calling 859.985.3087.

The Client must provide adult supervision (21 years of age and older) of minor guests (18 years of age and under) at a ratio of at least one (1) adult per ten (10) minors. 

Upon departure, the Client shall ensure that all trash has been placed in provided receptacles, lights are turned off, decorations removed, and all participants have exited the building.  

The Client agrees to hold harmless the College from and against all claims and expenses relating to any injury or death occurring in connection with the client or their participant’s attendance at the event named above.  The College is not liable to the Client for any property of the Client, the participants or guests that is lost, stolen, damaged or destroyed. The Client is liable to the College for any loss, theft, damage or destruction of any property of the College caused by the Client’s group, any participant or guest.  

The Client and guests are required to adhere to all state and federal laws and to all College policies.  Failure to comply with these regulations may result in immediate loss of the use of facilities without refund of any fees.

CLIENT: _____________________________       _________________________________      ___________
 	    Authorized Representative Signature			Printed Name		         Date

BCCS: _________________________________________		     ___________________
Conference Services Representative   859-985-3641	   	     Date
Berea College CPO 2137     Berea, KY  40404     


