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Client Name / Organization:  
 

  

Mailing Address 
   

     
Phone Number                Fax Number  
  
Email Address 
     
EVENT INFORMATION 
 
Event 
 
Event Date(s)  
 
Event Time:  
 
Total Rented Hours (includes setup & breakdown)            
    
Hourly Rental Rate:  Expected # of guests    
 
Caterer (if applicable):  
       Totla        
Event Type – Public or Private   
 
Will event be listed on UP website calendar for public registration? 
 
*For public events, please send event marketing content including text, flyers, 
images, and registration links to wellness@unityplaza.org at least 45 days prior to 
event date. 
 
 
EQUIPMENT REQUIREMENTS 
 
 # of Tables   # of  Chairs  
 
Projector & Screen? Audio (Wireless Mic and Speakers)  
 
 
 
 
 
 

  

 

 

  

 

 

$  
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Unity Plaza appreciates your interest in renting our facility for a special event.  The 
following information and policies have been developed to ensure the efficient 
operation of your event. 
 
The UP commUNITY Center is a dynamic 1500 sq ft. indoor community event center 
with an open floor plan, restroom facilities, projector and presentation capacity, 
tables and chairs. The flexible space is suitable to presentations, classes, 
workshops, meetings, art shows, and receptions.  

 
UP commUNITY Center Capacity: 70 Seated Classroom, 100 Reception 
 
 

Eligibility 
 

1. The following events are not eligible to be held at Unity Plaza: 
a. Events that contain planned “social statements” or political statements 
(ex: protests) 
b. Regularly scheduled worship services of any religious denomination or 
organization 

 c. Political fundraisers, political activities, or money-raising events 
 d. Events that involve gambling, lotteries or games for a chance of monetary 

rewards 
 

2. The following organizations are eligible to hold events at Unity Plaza: 
a. Non-profit organizations with purposes in keeping with Unity Plaza’s 
mission 
c. Groups and individuals whose purposes are not in conflict with the mission 
of Unity Plaza 

 
3. Requests will be considered from eligible organizations, agencies, groups or 

individuals for receptions and similar functions or for business meetings, 
lectures, or presentations during non-public hours.   
 

4. Requests for use of the park that do not clearly come within this policy may be 
submitted to Unity Plaza for consideration.  

 
5. Unity Plaza is authorized to approve or disapprove use of the park within the 

provisions of this policy.  Unity Plaza will deny an application if, in the opinion of 
the Program Directors, Executive Director, or Executive Board members, the 
proposed usage would endanger Unity Plaza visitors, staff, facilities and/or site 
assets, or interfere with interpretive exhibitions or other Unity Plaza programs. 

 
Requests for use of the park that do not clearly come within this policy may be 
submitted to Unity Plaza for consideration.  
 
Unity Plaza is authorized to approve or disapprove use of the building within the 
provisions of this policy.  Unity Plaza will deny an application if, in the opinion of the 
Program Directors, Executive Director, or Executive Board members, the proposed 

 
Event Guidelines 
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usage would endanger Unity Plaza visitors, staff, facilities and/or site assets, or 
interfere with interpretive exhibitions or other Unity Plaza programs. 
 
Groups or individuals holding events at Unity Plaza are hereafter referred to as the 
“Host.” 

 
Reservation Times & Fees 

 
 

Weekday Reservations:  
Morning Reservation (2.5hr) 7am - 9:30am 
Afternoon Reservation (2.5hr) 1:30pm –4:00pm (Wed & Thurs availability) 
Evening/Happy Hour Reservation (4hr min) 4:30pm - 11pm 
Full Day Reservation (8hr min) - Varies by availability  
*Please include necessary setup and breakdown time in reservation. 
Standard room rate fee will be charged in the case of overage use.   
 
Weekend Reservations: 
Morning Reservation (4hr) 9:30am - 12:30pm 
Afternoon Reservation (4hr) 1:30-5:30pm 
Evening Reservation (4hr min) 6pm* - 11pm 
*Space can be rented earlier if afternoon reservation is open 
Full Day Reservation (8hr) 9:30-5:30pm  

 
 
1. Additional fees will be assessed on an as-needed basis to cover the cost before 

or after assessment of custodial services, utility services, and security.  Extra 
services are available at an additional cost.  Unity Plaza may, at its discretion, 
make additional charges based on the nature of the function.  Such additional 
charges will be specified in the rental agreement. 
 

2. A reservation is confirmed with the receipt of a deposit equal to 50 percent of 
the total bill and a signed contract.    

 
3. Credit card information is required before the time of the event to cover 

potential damages.  If no damages have occurred to the exhibits, carpets, 
equipment, etc. then no charges will be made to the card. 

 
4. Hosts are responsible for all damages incurred during the event and will be 

charged no less than the actual cost for repairing damage to the Unity Plaza’s 
facility and/or property caused by the function and or guests to the function.  
These charges will be in addition to all other charges. 

 
5. If the number in attendance, the time of the event, or space used is greater 

than the number, time, and space indicated in the written agreement, the Host 
may be billed the additional required fees in accordance with this policy. 

 
6. Rental Fees must be paid in full 7 days before the event, or the event 

will be cancelled.   NO DEPOSITS WILL BE REFUNDED IN THIS 
CIRCUMSTANCE. 
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Technical Support 
 

Rental of the UP commUNITY Center includes onsite technical support and 
assistance for us of the Z/V equipment prior to the event start. A Unity Plaza staff 
member will be present during the duration of your rental to assist with any 
technological issues that may arise.  
 

 
Special Arrangements 

 
1. The Host and caterer (if applicable) will designate an individual who will assist 

Unity Plaza staff at the event.  The Host will provide Unity Plaza with contact 
information for each person. 
 

2. All requests or information required for event details must be submitted in 
writing at least 15 days prior to the anticipated date of the function to allow for 
proper planning, coordination, and completion of the necessary written 
agreement. 

 
3. Unity Plaza will not remove art exhibits to accommodate Hosts. 
 
4. Spaces in building may be designated by Unity Plaza as not available. 
 
5. Unity Plaza reserves the right to change the exhibits schedule and available 

building space up to two weeks prior to a scheduled event. 
 
6. Unity Plaza can furnish limited equipment, tables, chairs, etc., for an additional 

fee. 
 
7. Smoking is strictly prohibited in all Unity Plaza areas. Because smoking is strictly 

prohibited in the building and on the rooftop, no ashtrays will be allowed. 
Anyone not abiding by the NO SMOKING rule will be asked to leave the building. 

 
8. Parking: If your event supports a nonprofit endeavor also supported by Florida 

Blue, you can apply via email to Florida Blue for permission to use their 500-car 
lot located directly across the street from Unity Plaza on Riverside Avenue. The 
Unity Plaza team will assist you in this regard. There are also a few parking lots 
and street parking located near Unity Plaza. Starlight Valet is the on campus 
valet service provider and can be contracted to support your events and manage 
vehicles.  

 
9.  Any special electrical needs must be submitted to the event manager for 

approval 15 days before the event. 
 
10.  Any equipment requests occurring the day of the event will be billed to the 

Host. 
 
11. Unity Plaza staff is not permitted to make photocopies for Host or allow Host use 

of their computer or printer. 
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12. If the client wishes to use the Unity Plaza logo, or refer to Unity Plaza, or any of 
Unity Plaza exhibits, in any Host materials or communications, regardless of the 
form, the content of these materials and communications, including invitation 
copy and or programs, must be submitted to Unity Plaza’s Program Director for 
review and approval before use.  Unity Plaza may grant or withhold approval of 
any materials or communications.  Materials and communications may require 
the following disclaimer: “The views and opinions of this organization do not 
necessarily reflect the views and opinions of Unity Plaza.” Any violation can 
result in termination of the Agreement and forfeiture of deposit.  

 
Food/Beverage/Container Restrictions 

 
1. Food: 220 Riverside Restaurants are the preferred food service providers in the 

plaza and can help you with any catering needs for your event. Brooklyn 
Commons is the “celebrity chef” operator of the large, 7500sf fine dining 
establishment.  Bespoken operates the 4000sf, mid-priced, “best of Jax” 
restaurant and is the primary Unity Plaza event caterer. Bespoken is the 
operator of the three alcohol kiosks near the amphitheater and developer of 
Unity Plaza’s gourmet grab & go lunch and dinner concepts. If you wish to bring 
your own refreshments, these will only be permitted in the event your activity 
benefits a nonprofit organization and the food/bev items are a 100% donation to 
support your goodwill event. 
 

2. Host/caterer must monitor the guest area to pick up used glasses and/or food 
containers.  Host/ caterer will use caution to prevent breakage of glassware and 
food and beverage spills.   

 
3. The Host and its representative are to monitor the alcohol consumption at the 

event.  The Host must agree and herby does agree that Unity Plaza will not be 
held liable for any accident or injury resulting from misuse of alcoholic 
beverages on Museum property. 

 
4. It is Unity Plaza’s policy to ensure responsible alcoholic beverage service. We 

require that professional bartenders follow responsible practices. Open beverage 
containers may not leave the premises. Beverage service to minors will not be 
tolerated and will be cause for the Program Director and security to close the 
bar.   

 
 

Decorating and Display Restrictions 
 
1. Host/caterer must make the Unity Plaza representative aware of all decorating 

and display arrangements.  Displays and equipment must be written into the 
agreement 14 days in advance of the event.  Unity Plaza reserves the right to 
disallow any display or equipment if proposed usage would endanger Unity Plaza 
visitors, staff, facilities and/or collections.  All banners, posters, etc. must be 
pre-approved and hung with proper fasteners, as determined by Unity Plaza 
staff. 
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Setup and Take Down Restrictions 
 
1. For larger events, serving more than 20 people, the Host/caterer will be 

responsible for removing garbage from Unity Plaza following the event. 
 

2. Host/caterer must clear Unity Plaza premises by the designated ending time 
listed on the rental agreement. 

 
3. If the Host/caterer is renting inventory from an outside vendor, Unity Plaza staff 

is not responsible for the setup or removal of this inventory. 
 
4. If Unity Plaza rental inventory is contracted for an event, the Unity Plaza staff 

will assist with setup and removal of the inventory.  
 

Security 

Security: While JSO routinely checks in at Unity Plaza, there are no contractual 
security officers in Unity Plaza unless required by the events planned. If your event 
requires additional security, we recommend hiring a security firm. For the 
protection of the plaza itself, however, we may require you to hire additional 
officers from our private security preferred vendor list at their hourly rate of $40 
per hour. 

Agreement 
 
1. All rentals will be based on a written agreement signed at least 15 days prior to 

the event by the designated representative of Unity Plaza and the Host.   
 

2. The agreement must specify all fees and arrangements. 
 
3. All charges and arrangements must be pre-approved. 
 
4. Unless otherwise agreed upon, all require a Certificate of Insurance naming 

Unity Plaza as Certificate Holder, with a minimum of $1,000,000.00 general 
liability coverage. 

 
5. All instructions to the Host and caterer must be agreed to, signed, and returned 

with an agreement. 
 
6. The Host will pay the appropriate hourly fee for each hour they stay past the 

designated   rental time.  An hourly fee is incurred when the renter or affiliated 
parties stay fifteen minutes past the agreed upon time.  This rule applies for 
each extra hour. 

 
Cancellations 

 
1. All deposits are non-refundable and non-transferable unless otherwise stated 

herein paragraph. Cancellations with less than 15 days notice are subject to full 
payment of the estimated total balance.  
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2. In the event that Unity Plaza determines any violation of its Policies, or any 
applicable laws, ordinances or regulations in the use of its premises and/or 
equipment, Unity Plaza reserves the right to cancel the Event by written notice 
to the Client, and any monies paid up to that point will be forfeited.  

 
3. All deposits are non refundable and non transferable.  Unity Plaza reserves the 

right to cancel or alter the location of any outdoor event due to inclement 
weather conditions.  If Unity Plaza has to cancel due to an Act of God, force 
majeure, damage to Unity Plaza, or declared state of emergency, any refund of 
the deposit will be determined by Unity Plaza management within 14 days after 
the planned function date. 

 
        
 
 I                                                  agree to payment of the stated fees by the 
required dates as   outlined.  I understand that additional arrangements 
must be agreed to in writing prior to the event, and additional fees may be 
charged.  I agree to indemnify, hold harmless and defend Unity Plaza 
against any and all claims arising out of the use of the facilities or attached 
property.  
 
I understand that_______________________ must exit Unity Plaza at the 
end of the listed rental time.  It is understood that an hourly fee will be 
applied if myself, the organization listed below, or my guests have not 
exited the museum at the designated time.          
 
I understand that                                                  must provide a   
1,000,000.00          Single Occurrence Liability Insurance Certificate, 
claiming Unity Plaza AND HP Retail 220 LLC as additional insureds.  
Without this liability insurance, NO ACTIVITIES WILL BE PERMITTED ON 
UNITY PLAZA PROPERTY. 
 
Furthermore, I have read and understand the Host requirements and 
prohibitions as laid out in the Special Events Information Package and will 
abide by this outline. 
 
 
___________________________________________________________ 
Print Name    Signature                             Date  
Authorized Host 
 
 
         
Print Name                               Signature                                        Date  
Program Director/Executive Director    
 
     
Contact: 
Kristi Lee Schatz 
Director of Wellness 
wellness@unityplaza.org 
904-363-9002 
 
 
 



UNITY PLAZA  220 Riverside Avenue, Jacksonville, FL 32202  |  904-363-9002  |  www.UnityPlaza.org  
 

 
 
 

INDOOR: UP commUNITY CENTER DIMENSIONS 

 


