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STATE CAPITOL COMPLEX EVENT PERMIT
General Services, Dept. of Administration
PHONE 406-444-3060  FAX 406-444-3039
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PAGE 
HOW TO GET YOUR PERMIT:
Read the Hold Harmless and Indemnification Clause as well as the Event Guidelines found on the second page.Complete this form and return via email to gsdservicedesk@mt.gov, fax to (406) 444-3039, or deliver in person to 1310 E. Lockey, Helena, MT within 48 hours prior to the event. The GSD staff and authorities will review the permit for approval/denial.Confirmation will be sent to you by email or phone. 
YOUR DETAILS:
EVENT DETAILS:
* Certified catering group is required.
Will alcohol be served?
* Off campus liquor license holder is required.
SERVICE FEES (if applicable):
AGREEMENT:
I agree to pay any required fees, to the conditions of this permit, the attached Conduct Policy for State Space and State Grounds in Helena, as well as any additional instructions provided by General Services Division. 
CONFIRMATION (office use only):
HOLD HARMLESS & IDEMNIFICATION CLAUSE:
The user agrees to protect, defend, and save the State, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, and causes of action of any kind or character, including the cost of defense thereof, arising in favor of the user's employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the user and/or its agents, employees, representatives, assigns, and subcontractors under this agreement.  
 
This use permit must be in the possession of the event organizer at all times during the event.
EVENT GUIDELINES:
The purpose of this permit is to delineate certain standards of conduct in the Capitol Rotunda and State Grounds to maintain the beauty and historical nature of the Capitol and grounds in accordance with 2-17-811, MCA. These standards of conduct and guidelines also establish a minimum level of decorum to protect the safety, security, andwell-being of users, employees, and the public. 
 
The Capitol Rotunda and State Grounds may be used for public events and may not be reserved for private events (weddings, receptions, parties, etc.). A public event is any that is open to the public and to which the public will have full access.  
 
Tables/Chairs:  
General Services Division (GSD) will assist with setup due to limited seating and table arrangements.Food/Drink:  
to protect tiled floors in the rotunda, drinks with high stain capability will not be permitted. barbecue cooking on the grounds requires approval by GSD. alcoholic beverages may not be served or consumed in state space or on state grounds unless served as part of an authorized function approved by the agency head and under the control of a valid liquor license holder.Setup/Take Down/Clean-up: 
the permit holder shall designate a person or persons responsible for supervising the event during setup, take down, clean-up, and during the event which must notify GSD when setup begins. you are responsible for setting up and taking down displays and exhibits in a timely fashion without disrupting the business of the tenants.you may not hinder public access to the Capitol Building or the Rotunda.you are responsible for the condition of the space after use, including pick-up of all litter and garbage. if requested, GSD can provide additional litter receptacles depending on availability. sufficient room to permit normal pedestrian traffic and emergency egress is required.staking or tent anchoring on the grounds requires prior approval from GSD to prevent damage to the irrigation systems.Displays: 
to protect the finishes in the Capitol, banners, signs, and posters cannot be taped on columns or walls. GSD will assist with hanging signs and banners on cotton rope provided by you. balloons or candles are not allowed.General Use:  
loud or noisy events in the Rotunda that could disrupt State business are prohibited. authorization for use of the Rotunda or grounds shall not be considered as endorsement of or approval of the permit holder, nor the purpose it represents. the Rotunda or grounds use may result in the need for additional janitorial services, security, and/or GSD staff. any damage to the Capitol Rotunda and/or grounds caused by the user will be billed at cost plus 15% to the permit holder. you must provide your own electrical cords, in good working condition, and arrange with GSD for location and use of electrical outlets before the scheduled event. All cords are to be taped down with 3M #471 tape (gaffer's tape) or equivalent only. Cord protectors can also be used to prevent trip hazards.
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