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PREFERRED CATERING SERVICES FOR THE CULTURE CENTER

SECTION ONE: GENERAL INFORMATION

The West Virginia Department of Tourism and Culture Center located in Charleston, West Virginia, are seeking
preferred caterers to be a part of local festivities and private events. Upon selection, preferred caterers will be
given first priority to work with clients who book events with catering needs at the Culture Center.

Attracting more than 64,000 visitors last year, the Culture Center is more than just a state museum. A multi-
functional event space hosting more than 300 events a year, this space is ideal for hosting weddings, receptions,
meetings, conferences, and more. Spaces available for rent include the Great Hall, Theater, various meeting
rooms, outdoor plaza deck and the newest event space located outside in the natural resources exhibit.

TIMELINE

= Expressions of Interest must be submitted via email to kara.m.gillenwater@wv.gov by October 24, 2025 at 5
H.m.
Selected caterers will be notified by email and given information regarding next steps required to complete
the Preferred Catering Agreement.

SECTION TWO: EXPRESSION OF INTEREST

Company Name:

Contact Name:

Contact Phone: Contact Email:

Address:

City: State: Zip:

Brief biography of chef or company:

Description of the services you could offer our clients. Please note whether you provide full-service catering,
drop-off catering or both:

Links to website and/or social media pages:

Submissions must also include:
= Menu options with pricing, including alcohol
= W-9
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SECTION THREE: PREFERRED CATERER TERMS

It is our priority to provide our clients and guests with high quality service while they visit our venue. As a partner
of the West Virginia Department of Tourism (“Tourism”) and Culture Center, we expect our preferred caterers to
do the same.

Preferred caterers will receive preferential treatment for catering events and meetings held at our venue.
Specifically, all preferred caterers will be highlighted in our rental contract and on our event website which will
be available to all our clients. The Culture Center reserves the right to permit other caterers as well, if insisted by
a client or at the discretion of Tourism. Non-preferred caterers will be charged a commission of 15%.

AGREEMENT TERMS:

1. In consideration of being listed by the Culture Center as a preferred caterer, you agree to pay
the Culture Center a $1,000 annual fee and ten percent (10%) of the food and non-alcoholic
beverage revenues (minus tax, labor and gratuity) you receive from your client group for full-
service catering of their event. Payment will be due two weeks after your event. A copy of the
final invoice to your client group should accompany your payment. Drop-off orders, where food
is dropped off and wait services are not provided, are subject to a five-percent (5%) fee, rather
than the standard ten-percent (10%). Orders for educational and school groups are exempt, and
the Cabinet Secretary may waive any of the terms of this agreement on a case-by-case basis.

2. As the Culture Center operates a unique venue, we have implemented several guidelines to
ensure our clients are receiving the best possible experience. Please note:
= Preferred caterers will handle customers in a courteous and responsive manner
= Communications between the caterer and the customer will be timely and professional
= Caterer’s employees will be held to high standards of appearance and cleanliness

3. In order to showcase you as one of our preferred caterers, we require images and verbiage which
properly display your services

4. Preferred caterer will provide proof of liability insurance as well as list the Culture Center as an
additional insured upon request

5. Preferred caterer will provide proof of all required health licensing, upon request
6. Preferred caterer will provide a copy of their ABCA license to the Culture Center to keep on file

7. If serving alcoholic beverages, caterer will provide a licensed bartender, require
identification checks and will not over-serve clients

8. Tourism may terminate this Agreement at any time upon 30 days’ written notice.

9. Any modification or addition to this Agreement must be in writing and signed by all Parties. Such
modification or addition shall be an attachment to this Agreement and incorporated as part of this
Agreement for all purposes.

10. The term of this Agreement is for 12 months with four one-year options for renewal.

ACCEPTED AND AGREED BY:

Catering Company

Authorized Name Title

Authorized Signature Date
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