
 

Special Events Policies, Terms and Conditions 

Palace Meets Coworking is a professional workplace during the week. Because of that, we ask that 
Individuals, groups or organizations using Palace Meets Coworking  for meeting and special events 
comply with these guidelines and policies. Failure to comply will result in the forfeiture of future room 
use privileges.  
 
Only the Shared Space in the front of the building as well as the kitchenette and bathroom may be used 
for Special Events. 
 
The Shared Space may be used for up to 30 guests. Monday - Saturday events must end by 9:00 pm and 
everyone must be out of the office by 10:00PM; Sunday events must end at 5:00PM. 
 
Access to the Building 
Our office building provides 24 hours secure access. The contact person in the group person will receive 
a mobile app the day of the event that will allow access. If you do not have a smart phone, please let us 
know when you book the event so you can receive access with a key fob. 
 
Please do not prop the front door open (except when loading and unloading your vehicle for set up and 
tear down) and do not allow guests to enter and exit out of the rear door except in an emergency. Make 
sure both door are securely locked when you leave the facility. 
 
Palace Meets Coworking Member Access 
Palace Meets Coworking members have 24 hour access to their private offices and the meeting room. 
Please allow them to come into the building to access their work space. 
 
Parking 
Members and guests can find parking in on the street and in the public parking lot behind the Grange 
Building and off South First Street. Please comply with parking signs in the designated areas. 
 
You are responsible for notifying your guests about where to park. PMC is not liable for any costs 
associated with parking tickets. 
 
Furniture 
Our standard furniture is provided at no charge. This includes rectangular tables (5’ x 30”) and folding 
chairs. You may bring in other tables and chairs if needed. You may also use the silverware, kitchenware 
and coffee pot. 
The rolling office chairs only for use by Palace Meets Coworking members and for 
professional/organizational meetings.  
 
Equipment and Technology 
Palace Meets Coworking has free wireless access for professional and organizational meeting use. If you 
need wireless access for special events, please contact us.  
We currently do not have AV equipment available however you may bring in your own equipment.  



 
Catering and food 
Facility users are allowed to bring in prepared food, prepare their own food in our kitchenette or use a 
licensed caterer.  
 
Decorations 
Blue painter’s tape is the only adhesive that may be used on the walls, ceilings and furniture. No tacks, 
nails or other types of tape are permitted. If you are interested in decorating the day before your event, 
check with the Palace Meets Coworking  for availability. You are responsible for installing your own 
decorations; Palace Meets Coworking does not offer this service.  You must remove all of your 
decorations immediately following your event. 
 
Cleaning: 
Please help us keep this a professional work place by cleaning up after your event.  

 Return tables and chairs to their original locations: A layout of the office space will be provided. 

 Wash all tables, counter tops that were use. 

 Clean any dishes or silverware and kitchenware that you used. 

 Clean coffee pot and empty coffee ground into the trash can located in the cabinet 

 Sweep any food or mud left on the floor. Mop up any spills. (The mop and broom are located in 
the basement entryway). 

 Take all left over food and drinks home. Do not leave them in the refrigerator. 
 
A $50 cleaning fee will be charged if the following is not complete: 
 
Special Event Rates 
Special events are booked and paid for in 2 hour increments. The rates include the non-refundable 
deposit of $20 in the event of a cancellation.  
2 Hours - $40  4 Hours - $70 
 
Reservations  
All reservations are made through our online booking service or Jodi Saevre at least 5 days prior to the 
event unless other arrangements are made. A signed acknowledgement and agreement to our policies, 
terms and conditions must be completed to reserve the space.  
 
Cancellation 
A non-refundable deposit of $20 is included in your pre-payment. Cancellations must be made at least 2 
days prior to the event to receive a refund of the balance. (For example: If you rent the space for 4 
hours, you will pre-pay $70. If you cancel the space 2 days prior to the event, all but $20 will be 
refunded.)  
Fees may be paid online at www.pmcorking.com with credit or debit card or ACH payment or it can be 
paid by check and mailed.  
 
Please make checks payable to Bel Kay Investment, Inc. and mailed to 12342 W Spring Valley Rd, 
Janesville WI 53548.  
 
Contact information for Jodi Saevre: 
 Email: jsaevre@gmail.com   Cell Phone:  608-876-6090 (you may call or text) 

http://www.pmcorking.com/
mailto:jsaevre@gmail.com


 
 
 

Special Events Agreement Form: 
 
 
Customer Name: ________________________________________Date of Event:___________________ 
 
Group/Organization Name:_______________________________________________________________ 
 
Mailing Address: _______________________________________________________________________ 
 
Ph: ________________________________________ Email: ____________________________________ 
 
 
I agree to the Palace Meets Coworking Special Events Policies, terms and conditions: 
 
 
 

Signature       Date 


