FULL SERVICE CATERING PACKET

FULL-SERVICE CATERING IS REQUIRED Hlsto_rlc
arsiern

« Historic Waverly Mansion is not a full-service venue.

« The permit holder is required to select one, full-service (statewide licensed and insured) caterer. The caterer must be
approved by Waverly Management by submitting a Catering application, a copy of their catering license, and insurance
certificate. Permit holders: Do not sign with a Caterer unless Waverly Management has approved them to work here in
writing.

« Contracting with a Caterer without prior written approval from Waverly Management, or failure to provide these
documents to Waverly Management within the outlined parameters below will result in the automatic forfeiture of
$500 of the permit holder’s total security deposit.

« Alist of approved, licensed, and insured caterers that have previously worked at or are pre-approved to work at Waverly
can be provided upon request.

« Please note that the list of caterers is not an endorsement or referral.

Catering Requirement

« Must be full-service and employ their own staff. Catering may not hire out or contract servers, bartenders, etc.

« A minimum of 10 catering staff, plus one event manager is required to be on-site for the entirety of the event (1:10 guest
to staff ratio).

« Must provide proof of and match required insurance verbatim on one certificate and provide a Statewide Caterer’s
License.

« All food and alcohol must be served by one full-service, state licensed caterer, no exceptions.

+ No self-serve alcohol.

« Family-catered events are not permitted.

+ Restaurants that supply bulk food are not full-service Caterers and therefore, are not approved.

« The Caterer is responsible for all setup and cleanup of the cocktail hour and reception, as well as execution of the rain
plan.

« Itis the responsibility of the permit holder to ensure the Caterer is familiar with the site, plus the rules and regulations
before the event.

Catering Approval Process: Insurance and Statewide Catering License

« All Caterers must be approved to work at Waverly before the client’s 6-month payment due date. No exceptions.

« The Caterer is not approved until stated in writing by Waverly Management.

« Itis the Caterer’s responsibility to compare their Certificate of Insurance (COI) to Waverly’s sample Certificate of Insurance
and make necessary adjustments through their insurance agent. Please do not submit a Certificate of Insurance if it does
not match all coverages and limits as they are printed exactly on the sample.

« The permit holder is responsible for collecting and reviewing documents for accuracy, and submitting the following
documents to Waverly Management prior to signing/contracting with the Caterer:

« Waverly Catering Application.

« A copy of the correct certificate of insurance, including County indemnification, general liability, umbrella
liability, liquor liability, auto liability, and worker’s compensation.

+ A copy of the Caterer’s Full-Service Statewide Catering License. Trader’s Licenses are not accepted. Food Facility.
Permits are not accepted.
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Responsibilities of the Caterer During the Event

« All setup and cleanup must be done within the contracted hours. The permit holder will be charged if Caterer exceeds
rental hours.

« The Caterer designates one event manager, plus adequate staff (standard is 1:10 guest to staff ratio) for the entirety of
the event.

« The catering staff, including the event manager must stay on site for the duration of the event. Absolutely no drop-offs
are allowed.

« The Catering Manager will meet with Waverly staff upon arrival.

« The Catering Manager will sign a post-event Caterer Agreement Form.

« Beverage stations need a protective mat placed under them as well as in front of the table.

« The Catering staff will set up and break down tables and chairs for the reception, cocktail hour (or scheduled event)
according to the floor plan provided by the Permit Holder. Execution of the Rain Plan is the Caterer’s responsibility. The
Caterer and Event Coordinator concur on all workings of the event.

« Open flames/grilling are permitted outside, only with prior permission. Grilling must be done at the outside of the
gardens in the catering kitchen loading area only and must be 10 feet from any structure or tent. Catering staff must
supervise the grill station at all times.

- Do not drag tables and chairs across the hardwood floors, brick or carpets, or roll them through the tent. They must be
lifted and moved to prevent damage to our tables.

« All deliveries and pick-up of rental equipment must be made within the client’s contracted time frame.

« Nothing may be left overnight (equipment, décor, furniture, etc.). The permit holder will be charged for items left on-site.
Historic Waverly Mansion is not responsible for items left on-site.

+ Generators are prohibited.

The Caterer Will...

« Clean the Tent: All guest tables, chairs, brick and dance floor- particularly surrounding the buffet area, bars and
guest tables.

« Clean the Mansion: All furniture surfaces and floors where food/drink was served.

« Clean the Gardens: Collect trash, glasses, and any other debris where food/drink was served.

- Discard clean ice (no garnishes or trash) in the designated containment area located behind the restroom trailer, not

on the grass, gardens, or rocks around the tent.

Provide their own trash bags and leave one fresh trash bag in each can for the next day’s use.

Empty all trash cans used by the caterer throughout the house and grounds and replaced with one clean liner.

+ Not remove trash cans from the site.

Historic Waverly does not have an on-site dumpster.

« All trash must be removed by catering at the end of the permitted hours. Any trash bags left on-site will result in a

cleaning fee to the permit holder of $50.00 per bag assessed from the permit holder’s security deposit.

Excessive trash and debris left in the garden, Mansion, or any other areas of the property will result in an additional

cleanup fee of $100.00 per staff per half hour to be assessed from the permit holder’s security deposit.

« Washing dishes is prohibited at Waverly. All dinnerware, serving plates, utensils, equipment, etc. must be taken
off-site to clean.

« The caterer is responsible for collecting all cooking residues in a container and safely discarding them off site.

Do not pour food scraps, grease, sauces, fats or liquids with garnishes down the sink drain. The sinks do not have

garbage disposals.

Remove all food containers from the refrigerators, ovens and tabletops. Please leave the kitchen in the same

condition it was found.

« Historic Waverly Mansion is not responsible for items left behind.
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Indoor Warming Kitchen

« The caterer must leave the kitchen in the same condition as found.

« Historic Waverly Mansion has a warming kitchen for use by the caterer. Caterers must cook and prepare all food off the
premises and may warm food at the facility only.

« Open flames are prohibited inside the Mansion.

« The caterer will clean all preparation tables, sinks, and refrigerators, inside and out. Wipe down walls if food or sauce has
been spilled. Clean debris in all floor drains. The caterer will sweep and damp mop the kitchen floor (including under
floor mats), entry to kitchen, and underneath the stainless-steel tables.

+ Rinse mop thoroughly with hot water after use and hang to dry.

« Supplies are provided for cleaning the indoor kitchen area only (janitor’s storage in hallway).

Alcohol

« Alcoholic beverages may be served only by the caterer’s bartending staff. No exceptions.

« Caterers must provide proof of liquor liability insurance prior to being approved by Waverly Management.

« Self-served alcohol is prohibited.

« Miniature liquor bottles, wine or champagne on tables is prohibited.

- Gifts or favors of alcohol are prohibited.

« Tapped beer kegs are permitted in the tent, however, it must be served by the caterer’s bartending staff.

« The bar must close a minimum of 1-hour before the end of the contract time.

« If the permit holder is providing alcohol for the caterer, arrangements must be made for dropping off and
removing that alcohol within the rental time frame.

« Removal of alcohol falls under the responsibility of the Permit Holder, Caterer and/or Event Coordinator.

« The Permit Holder provides a designated team to pack and remove the alcohol, if the caterer is not providing
that service.

« Alcohol left on-site will be promptly discarded.

Cash Bars (For Non-Profit Organizations Only)

« A one-day liquor license for cash bars must be requested through Howard County’s Board of License Commissioners.
The form and requirements are available on Howard County’s website. (Howardcountymd.gov/Liquor-License). Please
allow 30 days for approval.

« The client is responsible for submitting the approved license to Waverly Management for verification and to display the
license on the bar during the event. All other rules for serving alcohol apply.

« A full-service Caterer is still required to serve all alcohol.

Rain Plan for Weddings and Events

« Wedding Ceremony and Reception:
« Ceremony in Tent.
« Cocktail hour in Mansion or Tent.
+ Reception in Tent.
+ Regardless of event type, the Event Coordinator works in tandem with caterer regarding execution (timing, chairs, setup,
etc.). Rain plan decision must be called two (2) hours prior to scheduled ceremony or event start.
- If there is an imminent severe weather warning (tornado, severe thunderstorm, continuous lightning), Waverly staff will
work with the Event Coordinator and vendors to evacuate all guests into the Mansion until the threat has passed for at
least 15 minutes.
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Additional Vendors

« The Permit Holder will communicate applicable rules to all vendors. All vendors must deliver/remove their own
equipment and supplies within the contracted rental hours.

« Vendor load in is at side garden gate by the restroom trailer; Vendors may not enter through the front Mansion doorway.

- Waverly staff are not permitted to assist Vendors.

« Vendors, performers, equipment, or any items that might reasonably be assumed to involve unusual risk or liability
issues must be pre-approved. It is the permit holder’s responsibility to contact Waverly Management at least 45 days in
advance of the rental date if clarification is needed regarding unusual risk or liability.

Vendor Parking

- After dropping off equipment, vendor vehicles may park in the general gravel lot designated for guests.
+ Do not block traffic flow.

- Parking at the loading area by the restroom trailer permitted for catering vehicle only.

« Vehicles may not be left overnight.
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Sample Certificate of Insurance

—— :
ACORD"  CERTIFICATE OF LIABILITY INSURANCE [ ™™™ ]

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION OMLY AND CONFERS NO RIGHTS UPON THE GERTIFICATE HOLDER. THIS |
CERTIFICATE DOES NOT AFFIRMATIVELY OR NMEGATIVELY AMEMD, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER{S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the canificate holdor is an ADMTICNAL INSURED, the policy(los] must be endorsed. If SUBROGATION 15 WAIVED, subject 1o
the tarms and canditicns of the palicy, contain policies may requing an endorsament, A statement on this certificais doos not confer rights ta the
carlificate holdar in llau of such endorsament(s).
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Catering Company Name HERE INEURER D : —

IREJIRERE ; I .

= —= = = ey INSUIRER F . J
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

THIS 15 T GERTIFY THAT THE POLICIES OF INSURANGE LISTED BELOW HMAVE BEEM ISS5UED TO THE INSURED NAMED AROVE FOR THE POILICY PERIOD
IHDICATED, NOT@ETHSTAHDIMG ANY REQUIREMENT, TERM (R CONDITION QF ANY CONTRACT Of OTHER DOCUMENT WTH BESPECT TO WHICH THIS
GCERTIFICATE MaY BE ISEUED QR MAY FERTAIN, THE INSURANCE AFFORDED BY THE POLUICIES DESCREED HEREIN IS SUBJECT TO ALL THE TERMS.
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES, LIMITS SHOWHN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
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| umMBRELLALAE | ‘a::uw EACH COCURRERGCE 5 000 T
|| CMCESEUAD | | cLumemeDe ACGREGATE s 3000000
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WORHERS COAEPENSATI Ol Tomi-
AND EMPLOFERS LIRBILITY ThIT m_hu_ -
| AN PROIIIETCR T T KR CUTIVE [ i i 1 000
| COFF ICERAMERAER EXCLUDEDY |— ] O |EL ERCH ACCIBEWT s 1,000,
[ ey 2 E L mestash - s ganeeree § 1,000,000
| ¥ yms, dascrie urces . e Ll
| CESCRIFTICN OF DR ERETIOMNS bakow | E.L [WSEAEE . LT 000,000

DE.'&I:HP‘FMDFDPERATW FLOCATIONS | WEHIC LES |v:tu:h A CCHED 80, Aot el Anamarks &hm_llmmm|; T ] . :t\,|
Howard County, MD, its elected and appointed officials, officers, employees and authonzed velunteers are Additional .
Insureds. e =

CERTIFICATE HOLDER CANCELLATION
Howard County, Maryland SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
oo Howard County Recreation & Parks THE EXPIRATION OATE THEREOF, NOTICE Will BE DELIVERED

7120 Oskland Mills Road ACCORDANCE WITH THE POLICY PROVISIONS.

Columbia, MD 21046 ALITHDAIZED REFRESENTATVE
**Signature Required™

E1868- 210 ACORD CORPORATION. All rights reserved,
Thir ACORD name and logo are registered marks of ACORD

The Insurance Requirements are set forth by Howard County Government.
Certificate of insurance must match the above sample in its entirety, including County indemnification, general liability,
umbrella liability, liquor liability, auto liability, and worker’s compensation. NO EXCEPTIONS.
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