
1 
 

 

Greenbuild Event Rental Contract 

The Events Contract is intended both to help you prepare for your event and to enable us to set up the space. Please use 
pages 2-4 as a reference guide to filling in page 1 of the contract. When you complete the contract, submit page 1 to Aaron 
Desatnik, NEXUS Events and Marketing Coordinator, by email at aaron@greenroundtable.org) or by fax at 617-457-7839. 

 

---A. General Information--- 
 

Event date:____________________________________ Event time: ___________________________________________           

Event contact: _________________________________  Organization: _________________________________________ 

Event contact phone:____________________________ Event contact email: ___________________________________  

Address: ______________________________________ City:_______________________ Zip:______________________  

Phone:__________________ Fax: __________________ Email: _______________________________________________  

---B. Event Information--- see page 2 for reference 
 

1. Title of event:____________________________ 
 

2. Type of event: a   b   c   d __________________ 
    
3. Room name:   a   b   c   d   e 
 
4. Room configuration:   a   b   c   d   e ___________ 

________________________________________ 
 

5. A/V needs:   a   b 
 
6. Expected attendance:______________________ 
 
7. Caterer:   a   b   c   d   e_____________________ 

_______________________________________ 
 

8. Catering delivery time:_____________________ 
 

---C. Promotional Information--- see page 3 for reference 
 

1. Promotional Services:   ¸ŜǎΣ LΩƳ ƛƴǘŜǊŜǎǘŜŘΦ      bƻΣ LΩƳ ƴƻǘ ƛƴǘŜǊŜǎǘŜŘΦ  
 

---D. Payment Information--- see page 3 for reference 

 
1. Total payment:______________________________ 

2. Payment method:      Credit Card      Check 

3. Credit Card type:      Mastercard      Visa      AmEx 

4. Name on Credit Card:______________________ 

5. Credit Card number:_______________________ 

6. Expiration date:___________________________ 

---E. Events Contract--- see pages 3-4 for reference 

I have read and accept the terms and conditions set forth herein on page 4 of the Events Contract. 

Name_________________________________ Signature________________________________ Date________________ 

mailto:aaron@greenroundtable.org
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Greenbuild Event Rental Contract---Reference Guide 

---B. Event Information--- Reference Guide 
 

1. Type of event: 
a. Product presentation 
b. Educational  seminar/workshop 
c. Networking event 
d. Other 

 
2. Room (all rooms have conference calling capabilities and are ADA accessible): 

a. Front-  Our largest public space with easy access to all of the NEXUS resources. Partitions can be used to 
create a semi-private event space.  

b. Samples-  A smaller public space with easy access to the NEXUS samples library and cyber lounge. Partitions 
can be used to create a semi-private event space.  

c. Cyberlounge- Our Cyberlounge is ideal for small workshops (10 people or less) that need computer access. 
d. Conference Room- Our conference room is a private and intimate space that is ideal for a group of 10 people 

or less. It is equipped with a whiteboard and conference call capability.  
e. Training (3,500 sq. ft.)- Our training area is separate from NEXUS public spaces and includes its own private 

coat closet, entranceway and  easy hallway access. 
 

3. Room configuration: 
a. Theater style- Rows of chairs are set up facing the front of the room with a table and two chairs.   
b. Cocktail- Tables are scattered throughout the room and can be used to display food, drink, and literature.  
c. Workshop- Tables are set up around the space surrounded by 4-6 chairs.  
d. Boardroom- One large table is set up surrounded by chairs.  
e. Other 

 
4. Audio/Visual needs: 

a. Projector/screen- We offer a projector that can be connected to a laptop computer and a portable white 
projection screen. We do ask you to bring your own laptop computer for use with the projector. 

b. Flipchart/markers- We offer a tabletop flip charts, flipcharts with easels, and flip chart markers.  
 

5. Expected attendance: Estimating your attendance helps us set up the event space. In addition, if you are collecting 
w{±tΩǎ ŦƻǊ ǘƘŜ ŜǾŜƴǘΣ ǇƭŜŀǎŜ ƳŀƪŜ ŎƻǇƛŜǎ ŦƻǊ ǳǎ ǎƻ ǘƘŀǘ ŀǘǘŜƴŘŜŜǎ Řƻ ƴƻǘ ƘŀǾŜ ǘƻ ǎƛƎƴ-in to NEXUS as well. 

 
6. Caterer: 

a. Basil Tree-   Miriam Nascimento; 514 Medford St. Somerville, MA 02145; 617-776-9100; www.basiltree.com. 
Gourmet and natural catering; Flavorful menu selections, made fresh to order; Drop-off service only. 

b. b. good-   Jon Olinto; 131 Dartmouth Street, Boston, Ma 02116; 617-424-5252; www.b.good.com. This fast-
food joint delivers burgers, sandwiches, and salads big on flavor and low on trans fats. 

c. Haley House Bakery Café-   Bing Broderick; 12 Dade Street Dudley Square, Roxbury; 617-939-6837; 
http://www.haleyhouse.org/cafe/catering.pdf. Haley House strives to offer healthful eating and supports 
sustainable agriculture, buying organic whenever possible and receiving local organic produce from Haley 
IƻǳǎŜΩǎ bƻƻƴŘŀȅ CŀǊƳ ŀƴŘ ¢ƘŜ CƻƻŘ tǊƻƧŜŎǘ ƛƴ wƻȄōǳǊȅ ŀƴŘ 5ƻǊŎƘŜǎǘŜǊΦ 

d. Upper Crust-   Barry Proctor; Beacon Hill, 20 Charles Street, Boston, MA 02114; 617.723.9600; 
http://www.theuppercrustpizzeria.com/index.html. Authentic, thin crust Neapolitan style pizza delivery.  

http://www.basiltree.com/
http://www.b.good.com/
http://www.haleyhouse.org/cafe/catering.pdf
http://www.theuppercrustpizzeria.com/index.html
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e. Please contact us if you are interested in selecting a different caterer.   
 

7. Catering delivery time: We ask you to arrange to have your food and drink delivered 15-30 minutes prior to your 
scheduled eating time. 

 

---C. Promotional Information--- Reference Guide 

 
NEXUS offers promotional services that market your events to our constituency of 6,000 design and building professionals 
that are already sols on the importance of green building. Promotional services are included in rentals at NEXUS during 
Greenbuild.   
 

1. Promotional Services include: 

 NEXUS calendar- Posting of event on NEXUS website calendar with brief event description (please 
submit word doc with event description) 

 Link on NEXUS website- Web link, logo and blurb on online NEXUS events page (Please submit jpg 
version of logo, and a blurb) 

 Massachusetts Sustainable Building Community newsletter- Event invitation included in newsletter 

 NEXUS flier at Greenbuild- Fliers will be distributed and your event will be included in it 
 

---D. Payment Information--- Reference Guide 

 
All Greenbuild Event Rentals are a flat fee of $2,000. 
 

1. Total payment: 
a. Two-hour event rental: $2,000 flat fee 
b. Promotional services: Included in above fee 
c. Total cost: $_________          

 

---E. Events Contract--- Reference Guide 

1. Catering 
a. All catering arrangements, including the placement of food orders, are the responsibility of the client. 

The role of GRT/NEXUS staff will be to receive catered/delivered items the day of the event. 
b. Costs for all food and beverages and additional catering supplies (furniture, linens, etc.) are the 

responsibility of the client. 
c. All events serving food and beverages require the service of a licensed caterer with exception of 

meetings that only require delivered or client-supplied food, beverages, and snacks.  
d. Caterers are to be chosen from the NEXUS list of preferred vendors or submitted for approval by the 

Green Roundtable. 
e. Alcohol may only be offered if it is served by a licensed caterer. 

2. Equipment usage: The client agrees to reimburse the Green Roundtable for the loss or damage to any Green 
Roundtable furniture or equipment used. 

3. Space use: During work hours, the client understands that they do not exclusive use of NEXUS space. Among our 
event spaces, the training space offers the great amount of privacy.  

4. NEXUS Resources: Part of the mission of NEXUS is to increase awareness of green building. Therefore, at the 
beginning of all events, a NEXUS staff member will speak for five minutes about the resources that we offer. 

5. Payment:  Full payment is due at least two weeks before the event. Once payment is received is received, The 
Green Roundtable will process it and send a confirmation email as a receipt of payment. Payments for hosting 
an event at NEXUS are non-refundable.  
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