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PARTY RENTAL What To Do and What To Expect

You’ve reserved a rental with Hoosier Tent & Party Rental, now what?

Our goal is to make the entire process go as smoothly and stress free as possible. We hope this guide gives
you a better understanding of what to expect and what you need to do before, during and after your event.

Before Delivery:
® Set up Confirmation

Our team will email you the Monday prior to your event regarding delivery. Delivery will be scheduled for
Wednesday, Thursday or Friday for weekend events. Exceptions to this include: holidays and if the event
date or rental duration requires the rental to be set-up on a different date.

*  Four hour delivery window: Morning: 9 AM -1 PM. Afternoon:1-5 PM

*  We reserve the right to cancel or delay set-up and/or removal of the rental equipment if it is unsafe
to do so (i.e., severe weather, high winds, lightning, etc.)

* There is an additional $100 fee for specific delivery and an additional $100 fee for specific tear down
during standard business hours. Requests must be made at time of reservation.

- Additional fee will be applied if equipment needs to be delivered/picked up using an elevator,
carrying equipment more than 50 feet or going up/down a hill. Please note that Hoosier Tent & Party
Rental DOES NOT carry any equipment up or down stairs or elevators.

*  Our team will send a text message to the number(s) on file informing you that our team in on their
way. Data rates may apply. You may opt out at any time.

©® Site Preparation

Hoosier Tent & Party Rental will contact 811 to have utilities marked prior to set-up. You are responsible
for marking any other underground utilities: septic, irrigation systems and any lines that run past the me-
ter. Hoosier Tent & Party Rental is not responsible for any damage to unmarked underground utilities.

Please mark the entire footprint of the tent including the additional space needed for staking to ensure
there is enough space. Pole tents require an additional 10’ of space for staking (EX: 20’x30’ requires

a 30’x40’ area). Frame tents require an additional 5" of space for staking (EX: 10°’x10’ requires a 15’x15’
area). *Hoosier Tent & Party Rental reserves the right to cancel or delay set-up of rental equipment if
utilities are not marked.

* Turn your irrigation system off the entire time the tent is on the property.

* Clear the entire area where the tent will be installed. It should be completely free of obstruction; such
as, trees, tree branches, electrical wires, bushes, gardens, and lighting PRIOR to our crew arriving.

*  We advise you to mow the lawn and remove pet feces a day or two BEFORE set-up.

Do NOT cut the lawn the day of your event or while the tent is on the property. It may stain the tent
tops and/or equipment and you will be charged accordingly.

® Tent Placement

Prior to Hoosier Tent & Party Rental contacting 811 for utilities, please let our team know where the tent
will be going on the property. Please provide us with a description and/or map indicating where the tent
will be installed at least 30 days prior to your event date. If you do not know this within 30 days of your
event, please communicate with the Hoosier Tent & Party Rental team so notes can be made on your
account.

*  Prior to our crew arriving for set-up, please mark the four corners where you’d like the tent to
be placed.



Sidewalls

Tent Rentals do not include sidewalls. Please let our team know if you would like to add sidewalls to your
tent rental. We offer solid and window sidewalls. You are able to add to your existing order (as long as
we have the inventory available) up until the trucks are loaded, which is typically the Monday prior to
your event.

 Our crew is able to do a combination of sides or leave a section open. Please inform Hoosier Tent &
Party Rental about specific sidewall requests at least two weeks prior to the event date.

Lighting

If you reserved tent lighting, it is necessary to have the power source and extension cord(s) available
BEFORE our crew sets up to ensure the lighting is able to be tested.

*  Hoosier Tent & Party Rental does offer extension cords to be rented.

Tent Permits & Tent Notifications (does not apply towards residential)

A tent permit or tent notification may be required based on the city, township, zip code or rental dura-
tion. If Hoosier Tent & Party Rental handles the permit and/or tent notification, there will be an additional
fee for these services paid for by the customer.

Last Minute Changes

Contact our office as soon as possible if you need to add additional rental items. You are able to add to
an existing order, as long as we have the items available, up until the truck is loaded. The truck is loaded
typically the Monday prior to your event.

* Final order for linens must be placed two weeks prior to your event.
* |If you reduce or cancel any reserved rentals within 30 days of your event, you will not receive a refund.

During Tent Setup:

©

©

®

®

If you will not be present at time of delivery, please make sure the area is marked or you have provided
our office with a map and/or description regarding tent placement PRIOR to delivery.

Please make sure pets and children are not around or underneath while our crew is setting up the tent.

Depending on the size of tent, multiple tent sections may have to be connected. These sections are laced
together to form one large tent top.

Once all of the staking is complete and the tent is fully laced together, we begin putting legs around the
perimeter - beginning with the corners.

Once a stake is in the ground, our team will NOT move it or move the tent after it is installed.

After the legs are in place, the center poles are put in and the tent is lifted up. The tent is then tightened,
fully inspected and ready for items to be placed underneath.

e Our crew will stack all tables and/or chairs underneath the tent. PRIOR to our crew returning for pick-
up, please have the tables and chairs stacked the same way.

During Event:
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Under no circumstances are fires, fireworks, ash producing lawn candles, grilling or any sort of cooking
permitted under, around or within fifty feet of the tent.

We offer lighting for the tent but if you want to add additional lights or décor, please let us know what
you plan on doing PRIOR to doing it. No tape or other adhesive substance is permitted to be attached or
stuck to the tent as it ruins the vinyl.

* You are responsible for the tent during the entire rental duration - from the time the tent is set-up un-
til it is torn down.



If at any time you or your guests feel unsafe under or around the structure for any reason, leave the
structure immediately.

Please see the Temporary Structures Addendum for additional information regarding your responsibility
for the rental equipment, specifically the tent, during the rental duration.

After Event/Clean Up:
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Our crew will return on either Monday or Tuesday for tear down unless specified differently on the order
confirmation. Exceptions include holidays and if the event date/rental duration requires a different date.

Before the crew arrives to tear down the tent, please remove all items not owned by Hoosier Tent & Party
Rental. Please leave all rental items under the tent and stack all tables/chairs the same way they
were at delivery.

- If tables and/or chairs are not stacked the same way they were at time of delivery, then you will be
charged $8.00 per table and $4.00 per chair.

Place all rented linens in a MARKED bag. Please make sure the bag is marked to ensure the bag is not left
or gets thrown away. We recommend counting the linens prior to putting them in a bag.

With the exception of linen items, rental equipment must be in the same condition as received. Cleaning
fees will be charged for rental equipment that are not clean or picked up in the same condition.

Send us pictures from your event: info@hoosiertent.com

Our entire team works together from start to finish to ensure the event goes as smoothly and stress free
as possible to give you the event you dreamed of - so we love to receive feedback and pictures. Thank
you for your support and allowing our team to be part of your event!



