


BOOKING YOUR EVENT 
At the Indianapolis Museum of Art, Nourish Events looks forward to making your event memorable.  To 
confirm your event as a definite, a non-refundable deposit of 25% of the estimated revenue on the food 
and beverage and signed contract is required. 
 

FACILITY RENTAL 
Facility rental is coordinated through the Indianapolis Museum of Art’s Event Services department.  Contact 
by phone at 317.920.2659 or email yourevent@imamuseum.org 
 

GUARANTEES 
A final attendance guarantee must be specified by 12 Noon, five business days prior to the event.  This  
guarantee is not subject to reduction.  If a guarantee is not received five business days prior to the event, the  
estimated count will be used as the final guarantee.  Any attendance increases after the final guarantee 
deadline will be subject to Chef’s approval. The Chef reserves the right to substitute menu items.  We will 
prepare for 2% above the guarantee, and you will be charged whichever is greater, the guarantee or num-
ber of guests served. 
 

EVENT DETAILS 
All arrangements should be finalized at least four weeks in advance of your function.  A Banquet Event 
Order and floor plan for your event will be submitted to you for approval.  It is the client’s responsibility to 
review all arrangements, notify your event coordinator of any changes, and return the signed agreement at 
least three weeks prior to the date of the function. 
 

PAYMENT 
Nourish Events accepts payment by money order, personal and/or corporate check.  A signed copy of your 
contract and a deposit of 25% of the estimated food and beverage is due thirty days prior to your event.  
The final balance must be paid in full by 12 noon, four days prior to the event based on the final guaranteed 
number of guests.  Should proper payment not be received within the designated time, Sodexo reserves the 
right to cancel the event.  Any additional charges during the event will be due within 5 business days 
following the completion of the event. 
 

SERVICE CHARGE 
All food and beverage is subject to a 21% support charge unless otherwise specified in a packaged menu in 
addition to a 6% Indiana state sales tax and a 2% local food and beverage tax.  The support 
charge is recovery against the payroll for event services. 
 

EVENT GUIDELINES 
Please review our facility event guidelines for additional information on hosting an event at the IMA.  
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PLANNING YOUR EVENT  
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AUDIO VISUAL  
All audio visual needs are provided by the Indianapolis Museum of Art. Please review our AV rental 
sheet. 
 

BANNERS AND SIGNAGE 
With prior approval, event signage should be delivered no more than 3 business days prior to the 
event to the Indianapolis Museum of Art Guest Services Office.  Signage should be lightweight material 
suitable for hanging indoors with roping and grommets.  
 

BARTENDER FEES 
Cash and Consumption Bars require one bartender per every 75 guests up to 200 then approximately 
one additional bartender for every 100 guests thereafter.  There is a $150 charge for each bartender for 
the first four hours and $35 for each additional hour. 
 

COAT CHECK 
A complimentary coat check is available inside the Efroymson Family Entrance Pavilion and in the 
lobby of the Deer Zink Pavilion. To protect the art IMA ask that all coats, sweaters and jackets must 
be worn, not carried or tied around the neck or waist. Bags, purses and backpacks larger than 11” x 
15” x 6” must be checked or stored in a locker. 
 

DECORATIONS 
Clients may provide banners, displays, signs, exhibits and decorations provided they conform to all 
Indianapolis Museum of Art requirements and fire codes.  Placement and attachment of such must be 
coordinated with the Indianapolis Museum of Art. No open flame décor is permitted.  Votive candles 
and enclosed candles are acceptable.  Helium balloons are not permitted.   
 

EVENT AND PROMOTION AND ADVERTISING 
All Advertisements, invitations, flyers, posters, and promotions associated with your event should use 
the following name and address below.  Please do not publish the Indianapolis Museum of Art phone 
number. 

Indianapolis Museum of Art 
4000 Michigan Road 
Indianapolis, Indiana 46208-3326 
 

The Indianapolis Museum of Art logo or photography may be requested for use with consent from 
our marketing department. 
 
 

IMA 1.09          Page 1 of 3 

EVENT GUIDELINES 



EVENT TIMES 
The Indianapolis Museum of Art is available for events from 7 AM to 11 PM. Food and Beverage 
events will be booked for the following windows. 

 
Breakfast and Lunch - two hours  
Cocktail Reception - one hour 
Three Course Dinner - three hours 
Station Reception - three hours  
Four Course Dinner - four hours  
 

Should a customer request to extend the event time there will be an additional 3% service charge 
added to the food and beverage purchase per additional hour. 
 

FOOD AND BEVERAGE 
Nourish Events is the on site caterer, who holds the liquor license and board of health permits within the 
Indianapolis Museum of Art.  No outside food or beverage may be brought into the facility.  All food 
and beverage is subject to a 21% support charge unless otherwise specified in a packaged menu in addi-
tion to a 7% Indiana state sales tax and a 2% local food and beverage tax.  The support 
charge is recovery against the payroll for event services. 

 

HOLIDAYS 
Any event occurring on a holiday will be charged an additional 10% service charge on food and 
beverage. 
 

INSURANCE REQUIREMENTS 
Certificates of Insurance must be provided by the client, their vendors and the vendor’s agents at 
the time the signed contract is returned to the Indianapolis Museum of Art. 
 

LINEN 
Nourish Events provides white or black table cloths and napkins for all the tables at a price of $20 
per table.  A limited palette of napkin colors is available at no additional charge.  Specialty items 
such as chair covers with sashes, slip covers, overlays, custom colors are available for an additional 
charge. 
 

LOAD IN AND LOAD OUT 
All Vendors with displays, exhibits, decoration, equipment and entertainment must coordinate 
available times for loading in and load out with your Indianapolis Museum of Art representative. 
 

NON PROFIT EVENTS 
All Non- Profit Agencies, Clubs, and Organizations must provide a current 501C3 status form to re-
ceive the tax exemption, which will remove the 7% Indiana state sales and 2% local tax.  
 

PARKING 
Free parking is available in the underground garage and in the IMA's outdoor lots located in front 
of the main entrance and greenhouse.   
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SECURITY 
The Indianapolis Museum of Art is a 24-hour secure building with an on site-security staff.   
 

SMOKING 
The Indianapolis Museum of Art is a smoke free facility.  Designated outdoor areas are available at 
the Front entrance and the Promenade deck. 
 

STAFFING 
Each event requires specific staffing to meet the needs of the event.  Nourish Events will determine the 
number of staff required for your catering event based on the anticipated number of guests.   Indianapolis 
Museum of Art staff will be determined by the facility rental representative.  

SUSTAINABILITY COMMITMENT 
Nourish Events is committed to using sustainable and local products in our menu including seasonal 
produce, cheeses, grass-fed beef, free-range chicken and shade-grown coffee.  Menu items may change 
seasonally or based on the availability of local foods.  By supporting local farming, Nourish Events 
reduces the IMA’s carbon footprint and encourages healthy organic eating.  The use of china, silver and  
glassware reduces our waste and use of water to demonstrate  corporate citizenship. 
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