
NORTHERN ROCKIES HERITAGE CENTER 
AT HISTORIC FORT MISSOULA 

30 Fort Missoula Road; Missoula, MT 59804:  OFFICE: 728-3662; FAX: 542-0601 

See NRHC’S WEBSITE EVENT CALENDAR at: 

For Emergencies Call:  Jim: 728-4373; Bruce: 239-2831;     Booking Agent: 396-4750; Tate: 549-5346 

For WEDDINGS & EVENTS Processing Call: Booking Agent: 396-4750 

<><>LEGAL CONTRACT and RULES for SHORT-TERM RENTAL<><> 
[See Attached Sheets for Rules & Procedures] 

 

Please NOTE:  The signatory, below, accepts legal liability for any damage to or theft of NRHC property, and/or for any injury to any person or 

persons attending the event at the facility described below.  The signatory also accepts legal responsibility for maintaining order at, and clean-up 

of, the event, and for complying with all NRHC rules and applicable municipal/state/federal codes and regulations. 

 

NAME OF ONE PERSON (Responsible for Event and Contact Person)_________________________________________ 

HOME ADDRESS_____________________________________________________________________________________ 

HOME PHONE__________________________CELL_____________________OTHER PHONE________________________ 

E-MAIL ADDRESS_____________________________________________WEBSITE________________________________ 

IF ORGANIZATION, NAME:_______________________________________________NPO?_________________________ 

 

�SELECT facility below (A SEPARATE, $750/refundable DEPOSIT CHECK IS MANDATORY for all Heritage Hall Events) 

 

HERITAGE HALL & Grounds (__)  PARADE GROUNDS only (__)  SOUTH LAWN only (__) 

$1475/event; limit 225-250   limit 500    limit 200 

 

Grounds may not be available when Heritage Hall is rented.  Please inquire on availability and price. 

 

EVENT DATES(s)_______________________________________TIME (from)_________________(to)________________ 

 

Pre-event Prep Date & Time ___________________________________________________________________________ 

 

DESCRIBE THE EVENT:________________________________________________________________________________ 

__________________________________________________<>Number of people attending:______________________ 

 

ALCOHOLIC BEVERAGE USE?_________ <>KITCHEN USE?_________ <>USE of NRHC LAWN TENT if available?________ 

NOTE: NRHC’S 30’X40’ seasonal lawn Tent is generally up from mid-May thru mid-October, but can not be guaranteed.  

All self-provided LAWN TENTS & other outdoor structures require NRHC pre-approval and contract notation. 

CATERER ___________________________  Rental Co. ________________________ 

 

LESEE SIGNATURE (SAME person AS ABOVE, only) :______________________________________________ 

        SIGNATURE OF PERSON RENTING the FACILITY; 

        Certifying Renter’s Agreement to all Rules & Procedures 

 

IMPORTANT:  You must contact us at least two days prior to your event to verify entry key code 

 

�RETURN the contract and security deposit to:  NRHC,  30 Fort Missoula RD, Missoula, MT 59804 

--Keep other pages for your information 
 THIS CONTRACT AND ITS EVENT DATE[s] ARE INVALID UNLESS ALL INFORMATION LINES ARE FILLED OUT, FEES PAID AND SIGNATOR 

HAS VERIFIED TO NRHC RECEIPT of hardcopies of contract & rules 

 

Office Use Only:    1st walk through date ________    Mandatory Pre-event walk through date__________ 

 Security Code # ___________    

Security Deposit: Check # _________ Name ______________________   

 Postmark  ____________ Date Deposited   _____________ 

Fee:  Check #  ___________ Name  ______________________ 

  Postmark  ___________________ Date Deposited   _____________ 

Special Terms/Needs:   ___________________________________________________________ 

______________________________________________________________________________ 



 
 
 

Northern Rockies Heritage Center 
Public Use Facilities at Historic Fort Missoula 

 

GENERAL INFORMATION – Heritage Hall Facility 
 

 

NRHC is a public-benefit, non-profit organization with limited staff and material resources, which provides 

only limited logistical support for your self-supervised event.  Please see “Facility Specifications” (below) for details. 

 

 PAYMENTS:  Rental fee and security deposit payments are accepted by check-only, and only from the contract 

signer, unless exceptions are pre-approved by NRHC Booking Agent. 

 

 SECURITY DEPOSIT:  The event is reserved when check and contract are received.  The check is fully 

refundable if the contract has been fulfilled.  A deduction will apply if the event is cancelled; the refunded amount 

will depend upon the cancellation date’s proximity to the event. 

 

 RENTAL FEE:  Must be received, at least (5) five weeks prior to the event unless otherwise authorized by 

NRHC’s booking agent.  All checks must memo the event’s name and full date – Example:  Smith Wedding/May 09-11, 

2012. 

 

 EVENT SUPERVISION:  NRHC does not host or supervise your event – the private contract signer does, and is 

the sole party responsible for: 

� Communicating with NRHC’s booking agent and/or staff about event details 

� Regulating behavior of all event guests, participants, caterers, etc. 

� Preventing damage to the Heritage Hall facility 

� Completing renter clean-up and facility shut-down duties – so that the facility is left in the same clean and 

orderly condition in which it was found. 

 

CONTRACT SIGNER’S CLEAN-UP and SHUT-DOWN RESPONSIBILITIES INCLUDE: 
A. Returning all table/chairs/furnishings to original or designated positions 

B. Basic clean-up of all floors, rugs, countertops, appliances and outside areas 

C. Depositing all trash into driveway dumpster (behind cedar fence gate) 

D. Shutting off all interior lights, and locking all exit/entry and A.D.A restroom doors when leaving 

NOTE:   

• Ensuring reasonable clean-up by food caterers and/or other independent vendors of the event is also the 

contract signer’s responsibility. 

• Cleaning supplies and tools are available 

 

CUSTOMER USE OF NRHC’s 30’X40’ SEASONAL LAWN TENT 
� NRHC’s fixed-location Seasonal Tent is usually available from mid-May through mid-October, but exact setup 

and takedown dates can vary from year to year depending on spring and autumn weather conditions 

� Due to other unpredictable factors, such as vandalism and prior-customer damage, NRHC can not guarantee 

the Tent’s availability for any HH event 

� If the Tent becomes unavailable during season, the customer will be notified as soon as possible and a pro-

rata fee rebate issued on a case by case basis 

� Open flames & BBQ’s are prohibited under or near the Tent; only code-approved propane heaters may be 

used under the Tent – securely stabilized to avoid toppling, and placed only under the high centerline of the 

interior peak. 

 
All self-provided LAWN TENTS & other outdoor structures require NRHC pre-approval and contract notation. 

  



 

 

 

Detail Rules for Leased Use of Heritage Hall and Grounds 

 
PLEASE NOTE:  The non-profit Heritage Hall complex is leased as a customer-supervised event venue only after the 

lease rules have been explained to a prospective signatory by NRHC agents and agreed-to by a single lease-signer who 

becomes legally responsible for enforcing all such rules during the event.  Multiple rules are required to help safely 

lease this Historic Register property in this manner. 

 

<><><><><><><><><><><><><> 

 

� Weekend Event Set-Up by customers may begin only AFTER 3pm Fridays 

• Any exceptions must be pre-approved by the NRHC agent or staff 

� Customer CLEAN-UP of weekend events must be fully completed, and the building/grounds vacated, by 4pm 

Sundays. 

� Midweek Events, whether single or two-day in length, are permitted on Tuesdays with Wednesdays clean-up.  

Customer set-up and clean-up times for midweek events are stipulated on a case-by-case basis and hand-

notated in the contract.  Midweek Events and NPO are available for special rates.  Please inquire. 

 

A. DO NOT DRIVE OR PARK ANY VEHICLES ON, OR HAMMER STAKES INTO, LAWNS – FRAGILE SPRINKLER HEADS 

ARE UNDERNEATH 

• For catering-vehicle access to NRHC tent/patio area, or to place private tents on lawns, Contact Bruce 

(239-2831) or Booking Agent (396-4750) before your event, to secure permission and receive 

instructions 

• CONFIRM SPRINKLER SHUT DOWN FOR WEEKDAY LAWN USE – before your event. 

• If your outdoor event is Midweek, contact Bruce in advance at 239-2831 

• Note:  HH-vicinity lawn sprinklers are automatically shut down at noon Friday until 1am Monday 

• PARKING IS ALLOWED on all paved lots & streets, unless municipal signs indicate otherwise 

• Limited vehicle parking in HH driveway must not block free egress of pedestrians, other vehicles 

• DO NOT ENTER upper front level of the Hall building (offices of Vital Ground Foundation) 

• ENTER & EXIT HALL ONLY THROUGH NW SIDE DOOR or NE REAR DOORS 

• The building’s front doorway may NOT be used for Hall entry/exit except in emergencies 

• EVENT PHOTOS taken under or near the building’s front-doorway portico & columns ARE permitted 

 

B. CONFIRM wall locations of Hall heating/AC controls, balcony location of lighting & ceiling-fan controls, ADA-

Handicapped Access restroom in Building T-1 (across alleyway), and Trash Dumpster 

C. NO SMOKING or OPEN FLAME anywhere inside the Hall building, with the exception of pre-approved table 

candles in safety-glass housings.  Smoking IS permitted on Porches, Decks, & Lawns. 

D. CLEAN-UP:  You must leave the facility in clean condition and depart no later than 4 pm Sunday; floors 

reasonably cleaned; furniture returned to original places; grounds free of litter/signs/balloons, etc. (Trash 

Disposal:  Location of driveway trash dumpster is shown during your pre-event walk-through).  Cleaning 

supplies available. 

 

 

 

Failure to Follow All Rules & Contact Terms May Result in Forfeiture of Your Security/Damage 

Deposit, and/or legal recovery of damages by NRHC 

 

 

For PROBLEMS during events:  CALL NRHC PERSONNEL 

 

For Emergencies Call:  Jim 728-4373;   Bruce: 239-2891;   Booking Agent: 396-4750;   Tate: 549-5346 



 

 

 

 

HERITAGE HALL FACILITY:  MEASUREMENTS, SPECIFICATIONS, ACCOUTREMENTS 

 

Main floor (Ballroom) Dimensions: 

• 72 ft long X 32 ft wide X 17 ft high 

o ballroom length includes 8 ft of floor space underneath an 8 ft X 28 ft balcony 

– half of which under-balcony-space is not suitable for table and chair 

settings due to proximity to NW door area 

 

HH Rear Ballroom Double Doors Open To: 

• 25 ft X 8 ft outdoor elevated deck 

• 25 ft X 17 ft lawn-level brick patio 

• 30 ft X 40 ft Lawn Tent (when in-season) 

• Six acres of Parade Grounds lawn 

 

HH Lower Level Rooms: 

• Dressing room/coatroom 

• Kitchen/galley w/ 2 standard refrigerators; electric range w/ oven; microwave oven; 

medium sink; small dishwasher; 3 large red trash containers. Note:  HH does not 

contain banquet utensils, cookware, or dishware 

• Lounge/historic photo gallery w/ sofas (also usable as dressing room) 

• Women’s restroom 

• Men’s restroom 

• ADA-Handicapped-access restroom is in white building next to HH building 

 

HH FURNITURE/EQUIPMENT Storage Room containing: 

• 26 round banquet tables (5ft diameters – seating ca. 7-8 persons each) 

• 35 rectangular banquet tables (72” X 28” – seating ca. 6 persons each) 

• 235 padded folding chairs 

• Podium/lectern; small/portable public address system w/ wireless microphone 

 

NOTE:  NRHC’s round tables and padded folding chairs may not be used outdoors 

 

<><><><><><><><><><><><><> 

 

 

 

 

 

 

 

ENJOY YOUR EVENT AT NRHC FACILITES! 

NORTHERN ROCKIES HERITAGE CENTER is a 501 (C) (3) NON-PROFIT ORGANIZATION DEDICATED to the 

HISTORIC PRESERVATION and PUBLIC-BENEFIT Re-USE of FORT MISSOULA 


