Thank you for your interest in holding your event in the Outdoor Design Center at Integrated Design
Studio, Inc. in Mill Valley, California.

This packet provides general information about the Outdoor Design Center, including our rates, a
sample contract, photos of the space and other things you need to know. Please call us to reserve your
date, or with any questions. We look forward to helping you create a special and memorable event at
the Outdoor Design Center.

Sincerely,
Jane Sedonaen Michael Erskine

Principal Principal



Comfortable, outdoor elegance in Mill Valley

— the perfect spot for your event

Hold your celebration — wedding, reception,
cocktail party, or BBQ —in the Outdoor Design
Center at Integrated Design Studio. This lovely
spot, nestled in the heart of Mill Valley, features
beautiful landscaped amenities for your party.

You and your guests can enjoy a starry night ora
warm afternoon, lingering in our garden setting.
With ample parking and a convenient location,
the Outdoor Design Center is an easy place to
have a memorable and special event.

Contact IDS to inquire about availability and rates,
or to arrange a visit. We look forward to helping
you create a truly wonderful celebration!

A
.'... LJ
g,,_“!ds STUDIO
et integrated-ds.com

219 Shoreline Hwy. « Mill Valley, CA 94901 « (415) 381-9500



OUTDOOR DESIGN CENTER
GENERAL INFORMATION

Capacity: The Outdoor Design Center can accommodate up to 250 people for cocktail party/standing
events. Capacity for seated function varies, depending on table configuration (see attached site plan).

Hours of Availability: The space is available for events between 10am and 10pm during weekdays and
10am-11pm on weekends. A local noise ordinance prohibits special events after 11pm.

Cooking Facilities: The Outdoor Design Center does not have any kitchen facilities.

Heat lamps: Heat lamps are permitted in the uncovered patio area, but not in the covered space. The
cost of renting heat lamps is not included in the rental fee.

Restrooms: The IDS office restroom is available for use during events; however, events hosting over 100
guests will be required to provide an additional portable bathroom (not included in rental fee).

Alcohol: Alcoholic beverages must be served by paid servers; no open bars are permitted. This means
you may have a caterer serve the alcohol or you may hire servers to pour separately purchased alcohol.
Professional Security Services are required at all events that serve alcohol (not included in rental fee).
Security services must be pre-approved by IDS.

Liability Insurance: One-day liability insurance is required, in the minimum amount of $1,000,000.

Parking: The Outdoor Design Center parking lot offers ample parking; however, parties accommodating
over 100 cars will be require to provide a valet to monitor parking (not included in rental fee).

Rates & Fees: Please see our Rate Sheet for rental rates.

Event Planning: IDS does not provide event coordination services. All renters are responsible for
coordinating catering, event rentals, florists, music, etc. One staff person will be present during your
event, to take care of any site-related issues or questions that might come up. The IDS staff person is
NOT responsible for set-up, catering, serving, lifting, music, or clean-up.

Reservations: A signed contract and deposit will ensure your date and time for the space. A 50% deposit
is due upon signing a rental contract. We recommend that the contract be signed no less than 3 months
prior to the event, to ensure availability. The remaining 50% is due 2 weeks prior to the event. Failure
to remit the second payment will result in forfeiture of the event date and times. All deposits are non-
refundable. Reservations may be made 12-months in advance.

To contact IDS for more information and/or to book the Outdoor Design Center, please call us at (415)
381-9500, or email us at events@integrated-ds.com.
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RATE SHEET, JANUARY 2009°
Low Season High-Season Holiday/Special
Rates Rates
. Event Rates**
November 1- April 16- (See List Below)
April 15 October 31
Weekend Saturday or Sunday
Unlimited hours between $2,000 $3,000 $4,000
10am-11pm (10pm on Sunday)
Weekend: Saturday or Sunday
Day Only Between 10am-3pm $1,500 $2.000 $2. 500
(including set up and take
down)
Weekend: Friday or Saturday
Evening Only Between 5pm-11pm $1,000 $2,000 $2 500
(including set up and take
down)
Weekday Evenin Sunday— Thursd
y € | Sunday=Thursday $750 $1,000 $2,000
Between 5pm-10pm
** 2009 Holiday/Special Event Rate days:
Low-Season Holiday/Special Event Dates High-Season Holidays/Special Event Dates
March 17, 2009 May 22-25, 2009
April 10-12, 2009 July 3-5, 2009
November 26, 2009 September 4-7, 2009
December 23-2009-January 1, 2010 October 8-18, 2009 (Mill Valley Film Festival)
October 30-31, 2009

Additional Fees: An additional fee of $250 per delivery will be charged for deliveries of equipment or catering
items that occur outside of the stated event time, unless they are pre-approved for Monday-Friday, 9am-4pm.

" Rates subject to change; please call to confirm current rates.

1 415-381-9500 Fax 415-381-9501




OUTDOOR DESIGN CENTER
SAMPLE EVENT CONTRACT

CLIENT CONTRACT DATE
Name here Date here

EVENT DATE
Date here

DESCRIPTION:

IDS shall provide the specific space to be used to Client Name for type of event approximately ## guests.

IDS shall:

e Maintain at least one staff person on-site to assist with questions, making sure lights are on, control fans
in green house etc. This person(s) will not be working or serving the party itself.

e  Make space available for delivery and pick up of equipment and or rental supplies before and after the
party. All delivery times must take place during event rental time period, or Monday —Friday, 9am-4pm,
holidays excluded.

e Provide restrooms, located at the back of the main IDS office.

e  Provide a professional cleaning of the nursery area, patio, and bathrooms both before and after the event.

e Make the space available Monday-Friday, 9am-4pm (holidays excluded) before the party to verify existing
conditions, utility provisions, measure space, etc to better coordinate the event.

Client Shall:

e Coordinate all subcontractors, rental companies, deliveries, catering, music, wait staff, beverage, etc. IDS
does not coordinate the actual event; it is the sole responsibility of the client to organize and coordinate
the event as well as pay for any services desired as these are not included in the Base Fee below.

e  Clean up debris or party leftovers and dispose of in provided garbage cans and or garbage bags and leave
grouped near the access gate. IDS shall take care of calling for a special pick up from the refuse service
and fees associated with this one time pick up.

e  Provide an insurance rider for the event (Additional Insured Rider) listing IDS in the amount of $1,000,000
general liability, injury and damage.

TOTAL BASE FEE: Fee Waived/ Partner Firm
ACCEPTANCE:
Client(s) Acceptance Signature: Date:

Printed Name(s):

Integrated Design Studio, Inc.
By: Michael Erskine: M’ Date:







