












































Important Requirements

Wedding Insurance

Callanwolde requires you to submit a Certificate of Insurance (COIl) that proves you have obtained
insurance for your event. To clarify, this is separate from your vendors' business insurance. Wedding
insurance can be obtained through a private insurance company or from a wedding insurance company
such as WedSure. You can get a quote for insurance and learn more about the benefits of obtaining
wedding insurance here: WedSure.com.

For your reference, here are the limits of liability we require:
General Aggregate: $2,000,000
Per Occurrence: $1,000,000

Callanwolde Fine Arts Center should be listed as "additional insured." Please use this address when
completing the application for wedding insurance: 980 Briarcliff Road NE, Atlanta, GA 30306. For more
information about wedding insurance, please see your contract.

Damage Deposit

Callanwolde requires you to submit a $1,000 damage deposit 90 days prior to your event in addition to
your final deposit. We will refund the damage deposit within 30 days so long are there are no issues.
Here are the top three reasons people lose their damage deposit:

» Renters, vendors, and/or guests leave after the contracted exit times.
e Renters, vendors, and/or guests leave items, decor, etc. after the contracted load-out time.
e Renters, vendors, and/or guests perpetrate damage to the house or grounds.

If you, your guests, or your vendors leave behind broken items and trash including, but not limited to,
cans, bottles, cigarette butts, candle wax spills, food and beverage waste, etc., you may be charged a
portion up to your full security deposit as an excessive cleaning fee. This fee is determined by
Callanwolde and corresponds to the severity of the cleaning required at the end of your event.

Please note, the cleaning of bodily fluids on the part of Callanwolde will result in the full forfeiture of your
$1,000 damage deposit.

Vendor Documents

The following vendors are required to submit proof of business insurance in the form of a Certificate of
Insurance (COI), a current business license, and Vendor Agreement: caterer, florist, designer, rentals,
bartenders, planner, entertainment vendors (DJ, band, photo-booth, etc.). Callanwolde Fine Arts Center
should be listed as "additional insured" on each vendor’s COI. These documents are due to Callanwolde
prior to the Final Walk-Through and at least 30 days before the event.

We recommend choosing vendors from our preferred vendors list as these vendors are experienced
with events at Callanwolde and have already submitted the required documents.

Please reach out to our Business & Contracts Specialist for the Vendor Agreement Form.
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FAQ

Is a rehearsal included?

Yes, however, rehearsals cannot be scheduled
prior to 30 days before your rental date.
Rehearsals limited to one hour and are
completely dependent upon other Callanwolde
events, rentals, and classes. We cannot
guarantee a rehearsal in your exact ceremony
location or the day before your wedding.

Will other events be going on

during my rental?
Callanwolde is a multi-use facility, with classes
being held seven days a week. Class times and

locations will not interfere with your rental time
and space.

What is the rental period?

Rental time varies based on the package
selected. Full day packages are Ipm-Tlpm.

Is security required?

A security officer is provided (and mandatory).

Final guest count and fees for additional security

are determined at the final walk-through.

Do you provide linens or other
wedding decor?

No decor is included with your rental.
We provide the venue, tables, and chairs only.

What forms of payment are
accepted?

Credit card, check, or ACH payments
are accepted. Please note, there is a 3.5%
processing fee when making a card payment.

Do I need liability insurance?

Yes, all renters must hold event liability
insurance for at least one occurrence of
$1,000,000 in their name. We recommend
WedSure.

When can I drop off items? May I
leave items overnight?

Due to the high volume of events, items cannot
be dropped off until your contracted rental time.
All items must be removed by 12am on your
rental date.
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Sample Floor Plans

All venue layouts are available on Prismm.com. We recommend using this site or another floor plan
software to create clear, scaled floor plans for your event.
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