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Thank you for your interest in rental of the River Gallery for your special event. Please read these 
policies thoroughly and fill out the attached application as completely as possible. To reserve the space, 
submit application and rental fees by mail or in person.  
 

AVAILABILITY 
The River Gallery facility may be used for events during and outside of regular business hours. 
Although staff can help arrange other services, the Gallery is only responsible for the rental of its public 
spaces and service areas, and is not an event planner.  
 

CAPACITY 
Maximum Capacity 275 

  
INCLUSIVE 
Rental fee includes four hours event time, all utility charges and waste disposal services. Reasonable 
time for rehearsal, setup, and cleanup are also included.  
 

APPLICATION PROCEDURE 
Contact the Gallery beforehand to establish fees and confirm availability and optional services. Submit 
application with 50% of rental fees. Upon approval of the application, the 50% paid is non-refundable. 
The balance of the rental fee and security fees will be due 60 days before the date of rental. If space is 
rented within a 60-day window, then full rental fee + $500 security deposit is due with application. 
Failure to submit payment at that time will void the rental agreement. Only check and cash are currently 
accepted as payment.  
 

PARKING 
Use of 10 spaces in the Gallery’s secured garage is included in the rental fee, and is often set aside for 
catering vehicles and VIP guests. Valet service, traffic officers, and private lot buyout are suggested for 
events over 130 people. Street parking is available throughout the Arts District, and is free after 6pm and 
on weekends. Several private lots are nearby, including a 40 space lot (Premium Parking, 504-565-5546) 
adjacent to the Gallery and 45 space lot (Star Park, 504-529-5708) across the street.  

 
SECURITY 
For most evening events, one security officer per 100 guests is included in the facility rental fee. 
Daytime events of over 80 guests will have at least one security officer. Management may adjust this 
requirement to ensure the safety of guests and facility, at its discretion.  

 
ALCOHOL CONSUMPTION 
Alcohol may be served at the River Gallery by licensed and insured providers. The Gallery reserves the 
right to close all bars should staff deem it necessary to protect the facility and safety of individuals. 
Bartenders will be professional and will obey laws pertaining to the serving of alcoholic beverages.  

 



AVAILABLE EQUIPMENT 
The following equipment is available for use by clients and their vendors:  

• Two hand sinks, one mop sink 

• Two 6’ folding tables, 4’ x 8’ Conference-style table 

• House stereo - Amplifier/Receiver, 5 Disc C.D. player, Four house speakers 

• Basic P/A system – two speakers, 6’ stands, microphone w/stand 

• Ceiling-mounted projector stand, 6’x8’ ceiling-mounted projector screen 

• Five 30 Gallon Trash Cans 
 

RECYCLING 
The River Gallery encourages recycling by clients and vendors, and our provider accepts a variety of 
separated materials from a typical event. Participating caterers will generally set aside pre-consumer 
bottles, cans and cardboard in bags or boxes, and remove materials to the rear of the facility at event 
end. Contact management for more information.  
 

EVENT PLANNER / CATERER RESPONSIBILITIES  
• Event planners, caterers, and all other vendors intending to work at the River Gallery must be 

approved and have copies of their business licenses, certificates of insurance, and proof of 
workman's compensation on file with the Gallery.  

• A representative for the event planner/caterer must be on site through out the entire event. 
Beginning at time of delivery of supplies, until end of clean up.  

• Event planner/caterers are responsible for unloading, setting up, and reloading all their goods. 
All rented items or delivered goods (alcohol, flowers, video equipment, etc.) must be signed for 
by the rentee or event planner/caterer. No Exceptions.  

• Caterers are responsible for maintaining cleanliness in the service area and all public spaces of 
the Gallery, including restrooms, during the event. Caterers must collect all glasses, dishes, trash, 
etc. during the event to avoid unsightly pileup.  

• Caterers are responsible for clearing debris from and sweeping the service area and all public 
spaces in the Gallery, including restrooms, after the event. This includes clearing sinks, counter 
tops, and service areas (including bar), and sweeping the patio, service areas, and Gallery floors.  

• All garbage bags are to be sealed, and placed at curb outside the facility.  

• Caterers are to provide all necessary tools such as trash bags, can openers, foil, pots, towels, dish 
detergent, knives, and other supplies necessary to carry out their duties. The River Gallery 
cannot provide any of the above items.  

 
HOUSE RULES  

• The rental agreement is between the River Gallery and the rentee; the rentee is solely responsible 
for any and all monies owed.  

• The River Gallery will generally not remove element(s) of an exhibition to accommodate events. 
The Gallery reserves the right to refuse to move or conceal any work(s) of art.At no time will 
artwork be moved without prior permission. All installations or shows are to remain intact.  

• There can be absolutely nothing hung, nailed, or taped to the walls or ceiling at the River Gallery 
without the permission of Gallery personnel.  

• All publicity concerning the River Gallery must be approved through the River Gallery.  

• The rentee or a representative for the rentee, i.e. the event planner/caterer, must be on site 
through out the entire event.  

• A representative from the Gallery will remain on the premises throughout the event.  



• The Gallery cannot assume responsibility for items left by the caterer, guests, or rentee. Caterers 
or rentee are responsible for removing all articles brought in during the rental event.  

• Excessively loud music is not permitted at the River Gallery – the Arts District is also a 
residential area. All musicians and DJs must moderate amplitude, particularly after 10pm. 
Management and staff may instruct band/DJ to lower volume or shut down if not able to comply.  

• Smoking is permitted on the rear patio, but not anywhere inside the Gallery building.  

• In the event of any damages occurring to any artwork or to the physical condition of any and all 
public space within the River Gallery itself, the rentee will be held solely responsible and will be 
billed accordingly. This includes, but is not limited to scratches, nicks, breaks, or marks of any 
kind.  

• Beer kegs are not permitted.  

• No rice allowed, only birdseed or flower petals thrown outside.  
 



 

 

748 CAMP ST 
NEW ORLEANS, LA 70130 

PHONE: 504-565-7600 
FAX: 504-565-4690 

 INFO@NEWORLEANSRIVERGALLERY.COM 

 
RENTAL APPLICATION 
 
Rentee: ____________________________________________________________________________  
 
Address: ___________________________________________________________________________  
 
City: _____________________________________ State______________ Zip____________________  
 
Telephone: (day) _____________________________  (night) _________________________________  
 
Date Requested: ____________________________ Day of Week: ______________________________  
 
Type of Event:_______________________________________________________________________  
 
Check One: Seated Dinner ____  Stand Up Reception ____  Other (describe)  ___________________ 
 
Starting Time of Event: _________ am/pm      Ending Time of Event ______ am/pm  
 
Approximate number of guests: __________  
 
Planner: __________________________________________ Phone_________________  
 
Caterer: __________________________________________ Phone_________________  
 
Florist: ___________________________________________ Phone_________________  
 
Band/DJ: _________________________________________ Phone_________________  
 
Will Alcohol be Sold: _____________________   Admission charged:_________________  
 
Comments: _________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________  
 



Rental Agreement: 
 
I understand I am applying for a date to rent the River Gallery. Submitting the application and deposit does 
not imply confirmation of my requested date. Confirmation will be in written form. I also understand once 
the rental application is approved, the rental deposit is non-refundable. I understand and have received a 
copy of the River Gallery policies and procedures and agree to the terms there of.  
 
Waiver and Release: 
The undersigned hereby understands, acknowledges and agrees that the River Gallery is a retail 
establishment whose business purpose is the sale of fine art. By renting the Gallery facilities, the 
undersigned hereby agrees to waive, release, discharge and forever hold harmless the Gallery, its employees, 
directors and shareholders from and against any and all claims, demands and liabilities to third parties 
including, but not limited to, liability arising from any losses, liabilities, claims, demands, damages, suits or 
expenses incurred or which may be incurred as a result of the undersigned's rental of the Galleries facilities.  
 
In Witness whereof, the undersigned has executed and delivered this Release this _____ day of 
___________, 20____.  
 

Individual or Corporate Authorized Signatory: _________________________________________   
 

Name:  ______________________________________ 
 
 

Witness: _____________________________________  
 

 
 

 
 
Office Use Only:  
 
Date received: ____________ Confirmation Lt. Sent: ______  
 
Deposit received: ____________ Balance due: ____________  
 
Date Approved: ____________ Damage deposit amt.: __________ 
 
 


