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Venue Details
Flex Space is a natural, urban chic venue located in the neatest nook of Portland, the Pearl District. From corporate 
gatherings to romantic weddings, Flex Space straddles the line of character and versatility. Flex Space houses open 
potential for affairs intimate and grand. With sleek exposed concrete floors, and warm wood framed windows that 
travel up the 25 foot ceiling, the combined aesthetics make Flex Space the perfect venue to inspire weddings, 
corporate meetings, galas, auctions, and trade shows that achieve event visions.  Design and décor options are 
endless through West Coast Event Productions, Inc.

JUST THE FACTS
    •  Total square feet: 5,500
    •  Total Guest Capacity: 400
    •  25’ High ceilings
    •  Exposed, Polished Concrete Floors
    •  4-Door Street-Level Access with ramp
    •  ADA Compliant Restrooms
    •  All event services available in-house

LOCATION
Flex Space is located at the corner of NW 13th and Overton in Portland’s North Pearl District — a  vibrant neighbor-
hood of award-winning restaurants, art galleries, shops and parks nestled right up to the waterfront. The district 
remains true to its industrial roots, while securing its place as an  internationally recognized leader in urban re-
newal. With its sleek warehouse-style architecture, Flex Space venue personifies the quintessential characateristics 
of the Pearl District and Portland.

MANAGEMENT TEAM
Flex Space is managed by West Coast Event Productions, Inc. — Oregon’s leader in the special event industry and 
largest full-service event production company with over 35 years of experience. We are an inspired team of event 
planners, designers, and technicians committed to developing innovative solutions for special events. WCEP is 
the exclusive vendor in Flex Space for all rentals and decor and is the only permittable rental company as a “one 
stop shop” for lighting, sound, AV, linen, china, flatware, glassware, staging, and all other rentals available in WCEP 
inventory. This policy is upheld to maintain the high standard of exceptional events known to unfold at FlexSpace. 
Read more at www.wcep.com.

CONTACT INFORMATION

1307 NW Overton
Portland, OR 97209

Office: 503.294.0412
Fax: 503.294.0616

www.flexspaceportland.com
flexspace@wcep.com
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(Valid when the venue’s standard rental rate is paid. Inclusions do not apply for trade shows or related events.)

1. Includes (15) - 60” round tables to seat up to 150 guests (Each table seats 8 – 10 guests)

2. Includes (150) - Banquet style chairs (With fabric padded seats and backs)

3. Includes (5) - 8’ long x 30” wide banquet tables (for registration, coat check, food and beverage, etc.)

4. Includes caterer or WCEP labor to set up and dismantle the tables and chairs listed above (see items one, two, 
and three) according to the CAD floor plan when deposits are paid according to the venue policy.

5. Includes (4) - Complete 20 amp circuits of electricity for client’s use (2,400 watts per circuit). Includes circuits lo-
cated in the center of each of the four walls. Four circuits are included in the kitchen area for catering use. Included 
circuits are not mobile. Electricity and circuits included when rental items ie. sound, lighting, AV, catering equip-
ment, etc. are provided exclusively by WCEP. If additional circuits are needed or rentals are not provided exclusively 
by WCEP, (ie. client brings in outside catering equipment, DJ brings in lighting, sound, etc.) circuits are available to 
rent at 145 dollars per 20 amp circuit and can be placed most anywhere on all four walls. Price includes technician 
to set up and distribute electrical circuits, quad box for your electricity needs, and consumption of electricity to 
PGE Power. In the event of types of electricity is needed, 208 and 220 volt electrical power is available as well as 
other power, contact WCEP for pricing.

6. Includes (2) - One-hour event consultations with an event designer to assist you in your floor plan and design 
ideas, as well as your décor and rental needs. See page eight  under “Design and Consultation”. 

7. Includes (1) - Additional revision of the above CAD floor plan (the 3rd and additional revisions cost 50 dollars 
each).

8. Includes (1) - On-site/on-call WCEP House Manager during venue access hours for up to 300 guests. In order to 
maintain a professional event and properly service clients and their guests, an additional banquet manager must 
be hired--one per every 300 guests exceeding the intial 300 in attendance. 

12. Includes garabage accommodation for a three cubic yard dumpster. Dumpster size generally can accomom-
date events up to 300 guests. Excess garbage will incur a fee. 

10. Complimentary event marketing, promotion, and media support. 

Included Amenitites
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PROVISIONS
All event rentals must be provided by West Coast Event Productions. WCEP maintains competitive pricing. Ex-
ceptions permissive only if WCEP does not have a similar or comparable item available in inventory, and may be 
brought in by an outside vendor or the client from their possession only at the discretion of West Coast Event 
Productions. If allowed, vendor must name WCEP additionally insured, as well as submit a Flex Space vendor 
application form 30 days prior to the event date. 

Following is a list of benefits you will receive by renting event equipment and decor exclusively through WCEP:

• Because you rent equipment exclusively from WCEP for Flex Space, we will set up and dismantle all of 
WCEP rentals at no additional charge for rentals that are included in the venue fee (See “Amenities” items 
one, two, three, and five), or when the price of set up and strike is included in the rental fee. These labor fees 
for included items are waived when the payment timeline is followed per venue and WCEP policy. 

• Because you rent equipment exclusively from WCEP’s in-house rental divisions, you save time and money 
having only one point of contact, streamlined 24 hour communication, and avoid delivery and pick up fees 
from multiple vendors. This allows you to spend more time and budget focused on the event elements that 
are important to you. Available equipment through WCEP includes lighting, sound, audio visual, linens, 
china, flatware, glassware, catering concession equipment, as well as ultra lounge furniture, themed décor, 
floral designs, fabric draping, party rentals, tents, and more. WCEP maintains competitive pricing in our 
many rental divisions and will match competitors’ prices for the same rental equipment.

• Because you rent equipment exclusively from WCEP’s in-house rental divisions, our designer will produce 
a free CAD drawing of the event layout and one revision for your event. Subsequent CAD drawings can be 
created for 50 dollars, regularly 75 dollars per revision.

• WCEP also provides internet services, fax machines and copier services as well as other technical needs, 
drayage, and office services. Inquire for pricing.

• WCEP provides event marketing and promotional support at no additional cost. Inquire for details.

*Not all benefits apply if the standard venue rental rate has been discounted as a courtesy for a nonprofit, or 
other client. 

SUGGESTED BUDGET ALLOCATION FOR GREATEST EVENT IMPACT

The openness, and versatility of Flex Space lends itself to a plethora of design possibilities. WCEP recommends 
clients allocate a proficient portion of the event budget to both draping and lighting, as these elements pro-
vide the most impactful result on the overall ambiance of the venue for your event. Various draping options 
exist, including white, pewter, and black velour, chiffon of various colors, and many other types of fabric. Drape 
is not included in the venue and is popularly reserved. It is encouraged clients communicate draping requests 
as early as possible in the planning process to ensure reservation. 



Page 6, revised 12/2/14



Page 7, revised 12/2/14

The following policies, procedures and information have been designed to help plan your event, and for those 
attending to enjoy a safe, rewarding and successful event.

PRIOR TO YOUR EVENT

PAYMENT
West Coast Event Productions, Inc. has a non-refundable deposit policy. In order to reserve Flex Space for your 
date, a non-refundable payment of the full venue rental and janitorial fees will be due upon signing of the 
contract. An open and signed credit card authorization is required to be on file and will be processed for any ad-
ditional rental items and services you, your guests, and your vendors have ordered and/or any damage charges 
caused by you and your vendors.

CANCELLATION POLICY
If you cancel your event for any reason, your deposit and rental fee will be forfeited. After your deposit has been 
made and if the venue becomes unavailable to the client that paid for the reservation for reasons beyond the 
control of Flex Space and West Coast Event Productions, Inc. (for example, fire, flood, disaster, or acts of third 
parties), the  liability of West Coast Event Productions, Inc. is limited to the amount of any deposits or rental fees 

 actually received by West Coast Event Productions, Inc. for the event.

CATERING
All catering in Flex Space must be executed by a preferred caterer. All preferred caterers are professional and li-
censed in the City of Portland. All caterers must have current food and alcohol service licenses, as well as current 
certification of insurance on file at West Coast Event Productions, Inc. naming WCEP as additionally insured for 
their event. Caterers  without this certification will not have access to the space.

WCEP has selected a variety of professional caterers as the exclusive preferred caterers in Flex Space. Clients 
are required to select from one of these caterers. These caterers are familiar with our facilities and know and 
understand our cleaning requirements, our green and sustainable recycle and trash disposal policies, as well as 
following all other policies and requirements at Flex Space in order to keep Flex Space a clean, professional and 
well run venue for events. No food or beverage can be brought into Flex Space without the use of one of these 
exclusive preferred caterers.

WCEP may consider other licensed professional caterers, however; (#1) you must have prior
approval by WCEP Management, (#2) the caterer must comply with Flex Space catering policies to help maintain 
a clean, professional and well-run venue for all events (#3) a minimum of $2,500 catering buy out fee must be 
paid by client (#4) an additional 12 percent fee of total food and beverage charges all caterers pay as a standard 
fee must be paid to Flex Space. Caterer must contact West Coast Event Productions, Inc. to learn about applicable 
catering policies. 

All catering item orders must be placed through WCEP on a separate contract to ensure efficiency and clarity 
pertaining to the following functions: adding additional catering items, delivery schedule, and recounting the 
items from the contract at the end of the event to verify any missing or broken items. *See ORDERING YOUR 
RENTAL EQUIPMENT below for catering equipment rental time line.

Policies, Procedures & Information
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ORDERING YOUR RENTAL EQUIPMENT
All rental equipment should be ordered by the client or caterer at minimum, 72 hours prior to your event. This 
will help guarantee that the equipment will be available, as well as save clients from extra labor and delivery 
charges for late ordering. The standard industry policy for catering equipment is to order 10 percent above 
estimated guest count. WCEP suggests ordering ten percent over the event guest count to protect yourself from 
any added last minute guest arrivals, breakage, miscounts, misorders or any other potential mistakes. All cater-
ers must physically verify the catering item order has been delivered accurately by 11:00 a.m. on the day of the 
event. WCEP is happy to make changes to your contract at any time, however, additional last minute or day-of-
event changes to the floor plan, including adding rental equipment, will be subject to the standard rental fee for 
items ordered, plus a labor fee, and completed only if feasible. 

There are seldom times OLCC and Portland Fire and Rescue requires a separate license and an additional insur-
ance rider may also be required for various events. It is the responsibility of Flex Space clients to research and 

obtain applicable licences and event permits, as well as cover permit fees. 

DESIGN & CONSULTATION
For many events, we suggest hiring a professional event coordinator from WCEP or another event planning 
company to help design your event and be there on site on the day of your event. If budget does not allow this, 
or you determine not to use an event coordinator, WCEP offers up to two 1 hour free consultations on the design 
and rental needs for your event. WCEP’s regular rate for design and consultation is 95 dollars per hour; however 
we will charge only 55 dollars per hour for any additional hours of consultation at Flex Space. It is important to 
hire a day of event coordinator to be onsite on the day of the event to assist with last minute design changes, lay-
out rearrangements, and resolve any necessary issues pertaining to event rental needs, as the majority of events 
require unforeseen revisions that require speedy and skilled attention. Your sales contact from West Coast Event 
Productions, Inc. may be hired to assume this role, and will be present onsite for four  to six hours during the 
most integral stages of the setup process for 300 dollars. Hiring a day-of event coordinator through WCEP helps 
to ensure the event comes together successfully and as planned, considering the coordinator will be familiar 
with all event details from the beginning. The onsite venue manager provided with the Flex Space rental will en-
sure all pre ordered rentals are in place according to the CAD design. Any new rentals requested must be ordered 
through a WCEP representative, not the Flex Space onsite manager. When hired, WCEP coordinators have direct 
communication access to the WCEP warehouse to arrange any last minute rental needs or changes timely and 
efficiently. When WCEP coordinators are hired to assist on the day-of the event, any delivery pickup and general 
labor fees associated with additional rentals added or a change in order are waived. 

VENDORS
Following is a list of types of vendors that can be used at Flex Space. All vendors must be
professional and licensed with the City of Portland, as well as listed with WCEP by submitting a WCEP vendor 
form. Vendors must also name WCEP as additionally insured.

• Catering Companies
  (Request Preferred List;
  Includes Food, Alcohol &
  Beverage Service)
• DMC Companies
• Entertainers
• Entertainment Agencies

• Limo Services
• Parking Lot Services
• Valet Services
• Photo Booths
• Photographers
• Security Staffing
• Trade Show Producers

• Videographers
• Wedding Planners
• Aerial Artists ($775 fee for use 
of structural ammenity plus 
rental of lift and driver)
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GENERAL LIABILITY INSURANCE
Client agrees to provide a certificate of general liability insurance in an amount of not less than
$1,000,000 (one million dollars) covering the event and naming West Coast Event Productions, Inc. as
additionally insured. This is a relatively simple process by contacting your insurance company with
the event information. If you do not have insurance, we will be happy to refer you to an insurance
provider that handles event insurance. Clients will be charged a $400 penalty fee if WCEP is not provided with an 
insurance rider. 

HOST LIQUOR LIABILITY INSURANCE
If alcohol is provided by and served by one of our preferred caterers, or if the caterer is given the
alcohol by the client or another beer, wine and liquor vendor to serve it, then that caterer will be responsible for 
the Host Liquor Liability Insurance. Alcohol donated to the client, or alcohol purchased by the client and given to 
the caterer to serve will be allowed only at the discretion of WCEP. Client must seek approval with WCEP man-
agement. When approved, a corkage fee of $15 per bottle of wine will be charged. Speak with WCEP regarding 
corkage fees applicable on other alcoholic beverages and liability.  

Alcohol may only be served by OLCC licensed servers provided by preferred caterers that have Host Liquor Li-
ability Insurance for liquor, beer, and wine. West Coast Event Productions, Inc. does not allow self-service alcohol, 

including mixed drinks, wine, keg or bottled beer. 

PARKING
    •  Parking is easy and convenient at your Flex Space event.
    •  There are over 600 metered street parking spaces available within three blocks of Flex
       Space. Most of these metered spaces have a 5 hour time limit and many of the spaces are within 1
       block of FlexSpace. Some of the metered spaces are directly in front of all four Flex Space entry
       doors. Metered street parking is free after 7:00 p.m. There are also many free non-metered parking
       spaces within two blocks west of Flex Space. As an option, there is a 90 car parking lot
       for rent 1 block away from Flex Space, as well as additional parking lots nearby. 
    •  If being green and sustainable is important to you, encourage guests to take advantage of the MAX
       Light Rail transportation system. The MAX Park and Ride Lots are generally available evenings and
       weekends. For more information call TRI-MET at 503-238-RIDE or visit their website at
       www.trimet.org.
    •  Suggest car pooling or shuttle buses to support our efforts in being green and sustainable.
    •  Valet parking is also available. Please inquire for references.

RENTAL TIME
Flex Space rental price is charged by a block of time which includes a consecutive eight hour time period. These 
block times include set up time, event time, and dismantle time. We are willing to stay overtime if the venue is 
available. Overtime charges are 300 dollars per hour, plus any technical personnel charges if required. Equipment 
must be removed from the building by the end of the eight hour time slot to avoid any hourly overtime charges. 
Block times are to begin no later than 4:00 p.m. to ensure the block period ends by 12:00 a.m. midnight. All hours 
past midnight incur an overtime fee of $300 per hour. 

Clients requiring rehearsal or venue access prior to the start of the event may schedule this rehearsal at the same 
time the deposit is paid at a discount of 75 dollars per hour (three hour minimum, plus any technical personnel 



fees) for the rehearsal or venue access prior to the beginning of the eight hour rental period. This discount is pro-
vided for rehearsals or venue access if scheduled at the time the deposit is paid because WCEP is able to sched-
ule set time, staffing, etc. accordingly--saving last minute labor fees. Rehearsals or venue access scheduled after 
the deposit is paid will be accommodated for the standard rate of 300 dollars per hour if the venue is available.  
All equipment must be removed at before the end of the rental access time. If approved by WCEP, client may 
remove their equipment the day following the event at a three hour minimum, 75 dollars per hour fee. Overtime 
access before, or after the eight hour venue block period may be revoked and overtime fees already paid will be 
credited if the venue becomes reserved for a different client for an event occurring during the scheduled over-
time. WCEP does its best to accommodate all necessary overtime requests for access. 

DELIVERY, PICK UP, AND EXPENDABLES
Deliveries and pickups are quick and easy due to the close proximity of exclusive rental vendor, West Coast Event 
Productions. Delivery and pickup rates are competitive. A three percent expendables fee will be charged to 
cover costs of materials used in pulling, prepping, loading, restocking and maintaining all rental items including 
bubble and shrink wrap, zip ties, duct tape and other tapes, linen bags, janitorial and cleaning supplies, etc. 

DECORATIONS AND DAMAGE
All rentals must be supplied through WCEP. If the event is a trade show, or requires unusual rental items sup-
plied by the client, and WCEP authorizes clients to use such equipment, the client is responsible for any damage 
by you, your guests, or your vendors, and extra charges that occurs to FlexSpace by your staff and the vendors 
you have chosen. See clause following “PROVISIONS” regarding outside vendors. An open and signed credit card 
authorization is required to be on file and will be processed for any additional rental items and services you and 
your vendors have ordered and/or any damage charges caused by you and your vendors.

DURING YOUR EVENT
AVOID
Avoid anything that might stain, scratch or mar the wall and floor surfaces such as nails, push pins,
tacks, staples, duct tape and other tapes that may leave a residue and avoid any heavy metal items
that damage the concrete floors, i.,e., metal weights, cases without rubber wheels, etc. Do not use
confetti, duct tape, glitter, mylar, balloons, rice or birdseed inside or outside of the buildings without the autho-
rization of a WCEP manager. If authorized, an additional clean up fee will be charged. You can use masking tape 
and gaffers tape on floors, but nothing can be hung from or tapped to the walls of Flex Space. However, several 
types of pipe and display boards may be rented to hang banners and signs. WCEP does rent fabric covered base 
plates for pipe and carpeted and wheeled cases for moving around on the finished cement floors. The use of fire-
works, sparklers, tiki torches, or any fire related products are prohibited unless special arrangements have been 
made with West Coast Event Productions, Inc. Flex Space does allow certain fire-related products, as authorized 
by the fire marshal. A minimum fee of $250 is required for use of rights granted by permit obtained by the Flex 
Space venue. Votives and standard candles used in centerpieces are allowed for tabletop decor. 

Candels may be used when authroized by WCEP and in compliance with the Fire Marshal regulations. Clients are 
welcome to rent flameless candles from WCEP.

As per the Fire Marshall, clients cannot block any doors that have an EXIT sign above it. WCEP does own lighted 
EXIT signs that can be rented and used for special needs when temporary walls, drape, and props block perma-
nent exit signs, to meet regulations issued by the Fire Department.
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VENDOR DELIVERIES
Client must have a security person available and responsible for all of the equipment you and your
vendors bring into Flex Space. All deliveries are to be made the day of the event after your access
time begins unless there are special arrangements made prior with a West Coast Event Productions, Inc. manag-
er. If you need to deliver equipment outside of the eight hour block, or the day prior to the event, a drayage fee 
will be charged, and the item(s) will be placed in storage until the eight hour block begins. WCEP is not respon-
sible for the loss or damage of any drayage items, and may reimburse client only for the amount of drayage fees 
paid if an item is damaged or lost  at the fault of WCEP. Client is responsible for attaining additional insurance at 
their discretion. Call for drayage fees. You or your representative must be present to sign for all deliveries. You 
must remove all of your items from Flex Space by the end of your rental time to allow West Coast Event Produc-
tions, Inc. to prepare for the next event. WCEP will not be responsible for any of you and your vendor’s equip-
ment before or during your event as well as for any items left behind after the event. 

BUILDING SAFETY
You are responsible for all people and property associated with your event. Flex Space is a  nonsmoking building. 
Tents and ashtrays are available to rent though WCEP to provide a smoking area for your guests directly outside 
the main doors. As per Fire Marshal regulations, no portion of any passageway or exit door may be blocked or 
obstructed in any manner and no exit door shall be blocked, hidden, or bolted from the inside or outside while 
the facility is in use.

SAFETY AND SECURITY
Client is responsible for any safety and security personnel and hiring of the safety enforcement company if 
required during their event. If security is needed at your event, you are required to hire professional security 
personnel from the West Coast Event Production, Inc. preferred vendor list. If West Coast Event Productions, Inc. 
determines your event requires additional security due to alcohol use, public access, high value items, a large 
number of guests, among other reasons, you may be required by West Coast Event Productions, Inc. to provide 
additional professional security personnel at your expense. West Coast Event Productions, Inc. retains the right to 
call on additional security at their discretion at any time at the expense of the client if WCEP determines that the 
client has not provided sufficient security. 

                                                                 CONCLUDING YOUR EVENT
CLEAN UP
Confirm with your caterer that they will clean the catering area at the end of the event. Remove your equipment, 
decorations and other items by the end of your allotted eight hour rental period to avoid overtime charges. Put 
all garbage and recycling in appropriate containers. A standard three cubic yard dumpster is included  for events 
up to 300 guests. Additional three cubic yard dumpster, garbage collection, and pick up fee applies for events 
drawing 300 guests or more. The garbage collection and additional pick up fee is 275 dollars. Clients may make 
their own arrangements for disposal of the additional garbage or materials (cardboard, boxes, wood, beer and 
wine bottles etc.) that Flex Space is unable to accommodate to avoid the fee, though these arrangements must 
be approved by a West Coast Event Productions, Inc. manager prior to the event.  Clients own arrangements may 
include the removal of garbage with a personal vehicle or personally rented vehicle. Any professional service 
removal must be completed through West Coast Event Productions, Inc. and the preferred sanitation company 
at a minimum of $275. If any chairs or other equipment have been moved outside by the client, they must be 
returned to the inside of Flex Space. WCEP will completely clean the floors, restrooms and walls, etc. before and 
after each event however, the client or caterer is responsible for taking care of liquid and food spills in both the 
catering area and main event spaces during the event. WCEP will supply a mop and bucket as well as other jani-
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torial supplies for your convenience. 

The cleanup and disposal of floral arrangements provided by WCEP is included at no additional charge. Floral ar-
rangements provided by an outside source must be removed from the premisis before the end of the eight hour 
rental period by the client or floral company supplying the arrangements.  A minimum of $100 floral removal fee 
will apply if the outside floral company fails to remove items by designated departure time.  

LOCK UP
Confirm with your caterer that they will check out with the West Coast Event Productions , Inc. manager at the 
end of the event, and verify that the policies and clean up requirements of the venue have been completed. End-
ing time for all events is no later than midnight without the prior authorization from a West Coast Event Produc-
tions, Inc. manager. This means the eight hour block period may start no later than 4:00 p.m., regardless of what 
time the actual event is to begin. Starting the eight hour block no later than 4:00 p.m. ensures that all events end 
at 12:00 a.m. midnight. Before leaving the event, the client or authorized representative must sign out using the 
venue exit form “including the time of check out” with the WCEP manager on site. West Coast Event Productions, 
Inc. is willing to stay overtime at a rate of 300 dollars per hour, in addition to relevant onsite technician fees. All 
hours after midnight incur a 300 dollar per hour fee. 

Lights and other electrical equipment will be turned off and all doors will be locked at the end of your function 
by WCEP management staff. You must remove all of your items from Flex Space immediately following your func-
tion. WCEP will not be responsible for any items left in Flex Space.
 

DAMAGE OR LOSS CHARGES
After your event, West Coast Event Productions, Inc. will inspect Flex Space. If there is any  damage to Flex Space 
or to any of West Coast Event Productions, inc. equipment or décor by you, your guests, or the vendors you have 
chosen, the approved and signed credit card authorization form on file will be processed for the damage or loss 
charges or WCEP may choose to send you a statement of the charges. Client will be notified of these charges 
within 72 hours of the event ending time—allowing WCEP adequate time to execute a proper inspection of 
all equipment and the venue. If all policies and procedures are followed, there are usually no  damage or loss 
charges.

NOTE:
Flex Space Policies, Procedures and Information are subject to change at any time. This form will have a revision 
number and a date with the updated changes. You will be responsible to read and comply with the revision num-
ber in conjunction with the date when you have paid your full hall rental and janitorial fees.
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Preferred Caterers
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West Coast Event Productions works with a variety of preferred caterers known for exceptional food, creative and 
innovative menus, and top-notch service that will leave you and your guests well taken care of.  WCEP believes in 
creating a positive, holistic event experience from the shades of linen to every morsel served, and holds impec-
cably high standards for not only our execution, but other vendors serving Flex Space clients and guests as well. 
WCEP will help guide clients toward a catering partner sure to satisfy all levels of taste and budget. 

NOTE: WCEP strives to remain approachable to clients, and is open to discuss venue parameters that 
may not align with your event vision. The policies and procedures listed in this document are exercised 
to maintain a professional and successful event venue and ensure a sustainability. 



Costs to Consider
Planning an event is fun and rewarding, though also very involved. As the event develops and all needs are discovered and com-
municated to vendors involved, it is probable that costs will change. Most event professionals highly recommend a 10 to 15 per-
cent contingency fund. It is the goal of West Coast Event Productions to supply our clients with transparent and accurate pricing. 
Additionally, West Coast Event Productions, Inc. practices competitive pricing in all departments. To do so, it is helpful that all event 
needs are learned early in the planning process. Below are some fees that may be relevant to your event. In order for West Coast 
Event Productions, Inc. to provide the most thorough and accurate pricing, please review the following, and discuss any questions 
as to whether any of these fees may pertain to your event, and what adjustments may be feasible to avoid them. 

• ADDITIONAL CLEANING OR JANITORIAL FEES
  Applicable in the amount of $1 per guest for events exceeding 300 in attendance.

• DELIVERY, PICKUP, AND LABOR 
  Applicable when the event rental deposit is not received according to venue policy. Also applicable if rental orders are made after    
  the delivery date and time as noted on the rental contract.

• SOUND/AV EQUIPMENT as program or presentation is finalized

• LIGHTING

• ON SITE SOUND AND LIGHTING TECNICIANS OR MANAGERS THE DAY OF EVENT
  Applicable for the majority of events utilizing lighting and sound. Additional banquet manager on site applicable for events  
  exceeding 300 guests.

• CORAKAGE FEES given WCEP approves outside or donated alcohol may be brought in. 

• ADDITIONAL GARBAGE SERVICES FOR EVENTS EXCEEDING 300 GUESTS 
  Applicable when garbage compilation resulting from the event exceeds the capacity of on site containers. An additional garbage        
  container must be ordered by client through WCEP prior to the event, or client is to incur costs charged to FlexSpace for over     
  flowing garbage from the garbage pickup company. 

• OVERTIME ACCESS (prior to, or after allotted venue rental period)

• FIRE MARSHAL PERMITS
  — Tradeshow 
  — Guests count exceeds 500
  — Fireworks are involved

• REHEARSAL TIME

• DRAYAGE FEES

• CREDIT CARD PROCESSING FEE 
  WCEP applies a three percent credit card processing fee to card transactions

• CATERING
  Food and beverage 

• ADDITIONAL ELECTRICITY 
  Applicable when client brings in another vendor’s or their own equipment that requires power.

• ElECTRICAL DISTRIBUTION 
  Applicable for events that require multiple electrical hookups, cabling, and proper distribution to ensure power supply is uncom              
  promised.

• ANY RENTAL REQUIREMENTS FOR OUTSIDE VENDORS (Does the photo booth need a prop table? Green room for performers? Etc.)
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