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GREATER PORTSMOUTH CHAMBER OF COMMERCE

HOST SITE AGREEMENT

FOR BUSINESS AFTER HOURS

Business After Hours is designed to bring its host exposure in the business community, to bring Chamber members together to make business contacts, and to generate revenue for the Chamber to fund programs that will further its mission as a business advocacy organization.  The value of this service to our members is illustrated by their enthusiastic participation in Business After Hours events.  As host site of one of these events, you will have the opportunity to showcase your facility to approximately 150 business people.

Only Chamber member businesses are eligible to host a Business After Hours.  We encourage you to contract with current Chamber members to supply any food, beverage or other desired services for the event.  Of course, you are free to work with the vendors of your choice, but please understand that we cannot allow non-member businesses any promotional benefits or recognition at the event.  The Chamber staff can supply you with the names of member caterers, florists and other service providers at your request.  It is important to note that when you are soliciting items for your event, you are encouraged to introduce yourself as a fellow chamber member.  However, when doing this, you are not acting as the Chamber’s agent and therefore cannot represent yourself as soliciting on our behalf.

SECTION I: HOST RESPONSIBILITIES

To ensure a successful event, the host agrees to provide:

If the host holds a state issued liquor license:

1A.  A copy of a liquor license, issued by the appropriate governing state body, indicating that the host or caterer is permitted to provide and/or serve alcoholic beverages at the scheduled event.  The copy of the license is required upon the signing of this agreement and will be attached to this signed agreement.
1B.  A certificate of insurance for liquor liability coverage in the minimum amount of $1,000,000 with the Greater Portsmouth Chamber of Commerce named as a co-insured for the scheduled event.  The certificate of insurance must be presented to the Chamber before any public announcements for the event can be made.  A copy will be attached to this signed agreement.

If the host does not hold a state liquor license:

2.  A certificate of general liability coverage in the minimum amount of $1,000,000 with the Greater Portsmouth Chamber of Commerce named as a co-insured for the scheduled event.  The certificate of insurance must be presented to the Chamber before any public announcements for the event can be made.  A copy will be attached to this signed agreement.

3.  An open space (approximately 3,000 square feet) large enough for 200 to 300 people to meet, between the hours of 5:00 p.m. and 7:00 p.m.

4.  Adequate parking.  If cars will be parked on public streets, host must make prior arrangements with abutters/municipality.

5.  Cleared surfaces, such as desk or counter tops, equal to eight (8) tables, to be used for bar spaces and food areas.  In addition, two (2) small tables, two (2) chairs and a wastebasket for check-in, name tags and door prize registration near each entrance to your facility.

6.  An ample number of trash receptacles, coat racks and restroom facilities.

7.  Refreshments: hot and/or cold food for 300 people, and all necessary paper products, i.e. glasses, napkins, plates, utensils, etc.

8.  Two (2) drinks per person, with both non-alcoholic and alcoholic beverages available.  (beer & wine)  If the establishment is a vendor that is licensed by the state to sell alcohol, you are allowed to sell additional drinks beyond the first two (2) at your discretion. 

9. A minimum of two (2) trained bartenders.  The bartenders will serve only two (2) alcoholic drinks to each guest upon presentation of coupons provided by host.  Non-alcoholic drinks may or may not be limited at the host’s discretion. 

10.  Three to five (3-5) door prizes, with a minimum value of $50 each.  No more than five (5) door prizes will be incorporated into a Business After Hours program.

11.  A staff member to serve as the event coordinator and liaison with the Chamber staff.  This individual will be responsible for the preparation of your space, set up and clean up duties, and assisting with details.

12.  $500 event fee to Greater Portsmouth Chamber of Commerce
SECTION II: CHAMBER OF COMMERCE RESPONSIBILITIES

To help the host create a successful event, the Greater Portsmouth Chamber of Commerce agrees to:

1. Prepare and circulate press releases to the local media on the event.

2. Announce the event in Connections, the Chamber newsletter, and at other Chamber functions as appropriate.

3. Take reservations.

4. Prepare signage for the event.

5. Send Chamber staff to the host site one hour before the start of the event to assist in set-up.

6. Staff the check-in desk, issue name tags and prepare a final guest list for your reference.

7. Act as MC of the event by making all announcements and arranging door prize drawing.             Note: Chamber will conduct the agenda at approximately 6:30 p.m.
8. Arrange for a sound system, if required.

9. Provide host with names and address of guests who attended event.

SECTION III: MISCELLANEOUS
1. Any advertising for the event that is undertaken by the host must be approved by the Chamber of Commerce and coordinated with the release of information in Connections.  Your information form must be completed with door prizes and details (2) months prior to the event to ensure the highest level of promotion for your event.
2. The Chamber reserves the right to sell trade tables for $150.00 to members to allow members to solicit funds for raffles or fundraisers and/or to sell products during the event.

3. In order to host this event, ALL amounts due the Chamber for membership and advertising contracts must be paid in full.
4. Chamber events are typically intended only for members of the Greater Portsmouth Chamber of Commerce (GPCC). Occasionally our events are open to non-members and some events may be attended on a limited basis by non-members wishing to "try us out." The GPCC reserves the right to limit attendance by non-members at any and all Chamber events. Please note that the stated policies may be changed at the sole discretion of the GPCC without any prior notice or liability to you or any other person.
SECTION IV: AGREEMENT

The firm ____________________  agrees to host the Business after Hours 
to be held (MM/DD/YY)____________ in  accordance with the hosting arrangements 
put forth by the Greater Portsmouth Chamber of Commerce.  
________________________________________________________

Authorized signature for host business

________________________________________________________

Print name of signatory
Title_____________________________________________________

Date_____________________________________________________

Submitted by:  
Bridgette Desmond
Communications Manager
Greater Portsmouth Chamber of Commerce

Ph:  603-610-5520
Fx:  603-436-5118
marketing@portsmouthchamber.org 
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Business After-Hours Event Information


	Please complete and return this form two (2) months prior to your after-hours event.  The information you provide will allow us to market your event and entice guests to attend.  Be as descriptive and detailed as possible.  (When you type your responses each block will expand to fit your text)

	Host of After-Hours:
	
	Contact Person:
	

	Scheduled Date of After-Hours:
	
	Address of Site:
	

	Brief Description of your business:



	Description of the actual event (including food caterers, tours, music entertainment etc):



	Will you have a special theme to your after-hours event?  If yes, please give describe and provide specific details.



	List of the door prizes (3 required - minimum value $50):

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	Where should we instruct the guests to park?


	Please also provide the following:

· A copy of your electronic logo (if available)

· A copy of the liquor license that covers the event

· A copy of an insurance binder that covers the day of the event


Contact:  Doug Bates 

Chamber President
Greater Portsmouth Chamber of Commerce

500 Market St/PO Box 239

Portsmouth NH 03802-0239

603-610-5527, president@portsmouthchamber.org
