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Welcome	to	Orr	Street	Studios!	We	are	excited	to	have	the	opportunity	to	assist	you	and	ensure	
that	 you	enjoy	having	your	event	at	Orr	 Street	 Studios.	Whether	 you	are	planning	a	birthday	
party,	wedding,	recep>on,	mee>ng	or	a	celebra>on	-	large	or	small	-	we	can	accommodate	your	
needs.	Our	event	manager	is	dedicated	to	providing	you	with	all	you	need	to	make	your	event	
run	smoothly.	We	want	you	to	enjoy	your	experience	with	us	and	for	your	event	to	be	a	success!	

All	 poten>al	 renters	will	 be	 given	 a	 personal	 tour	 by	 the	 Event	Manager,	 to	 ensure	 that	 the	
facility	will	 conveniently	meet	 the	needs	of	 your	 event	on	 the	day	 it	 is	 planned	as	well	 as	 to	
familiarize	 you	with	 our	 facility	 and	 to	 answer	 any	 ques>ons	 you	may	have.	 Below	are	 some	
answers	to	frequently	asked	ques>ons.	

General	Informa,on	

Art:	The	art	in	our	care	is	of	the	upmost	importance.		As	a	renter,	carefully	monitor	your	guests	
to	ensure	the	safety	of	the	art.	 	You	will	be	responsible	for	the	cost	of	repair,	 replacement	or	
purchase	of	 any	damaged	art.	Orr	 Street	 ar>sts	 are	 resident	 renters	here	 and	have	access	 to	
their	studios	24/7	even	when	events	are	taking	place.	They	are	familiar	with	building	rentals	and	
will	be	respecNul	of	your	event.	

Parking:	We	have	limited	on	site	parking.	Parking	near	the	building	(in	the	alley	and	in	front	of	
the	building	and	in	the	loading	areas)	is	not	available	to	event	renters	or	their	guests	with	the	
excep>on	of	the	access	areas	for	loading	and	unloading	only.	Vehicles	must	be	moved	as	soon	
as	 loading/unloading	 is	 accomplished.	 	 There	 are	 metered	 spaces	 on	 the	 nearby	 streets,	 a	
parking	garage	just	South	East	of	our	building	on	Short	Street	(street	leading	to	Broadway	Hotel)	
and	some	parking	to	the	west	in	the	city	lot	adjacent	to	the	bus	sta>on.	For	a	detailed	map	of	all	
Columbia	Public	Parking	see:		hWps://www.como.gov/Maps/documents/Public-Parking.pdf		

Safety:	 Our	 facility	 is	 ADA	 compliant.	 Please	 note	 the	 entrances	 and	 fire	 ex>nguisher	
placements.	There	is	no	smoking	in	the	building,	and	smoking	is	allowed	10	feet	from	entrances	
by	city	law.	Please	use	receptacles	for	cigareWe	buWs.	The	building	is	equipped	with	a	sprinkler	
system	 as	 required	 by	 law.	 If	 you	 are	 hanging	 things	 from	 the	 ceiling	 or	 decora>ng	 near	 the	
ceiling,	please	do	not	tamper	with	the	large	black	pipes	in	the	ceilings	or	the	sprinkler	units	on	
the	pipes.	Breakage	of	the	glass	in	the	sprinkler	unit	will	cause	the	sprinklers	to	come	on!,	the	
fire	department	will	come,	and	you	will	be	responsible	for	water	damage.	

Monitor:	An	Orr	Street	Studios	monitor	will	be	 in	the	building	for	the	dura>on	of	your	event.		
This	may	be	the	Event	Manager	or	another	authorized	representa>ve	and	tenant	of	Orr	Street	
Studios.	They	are	happy	to	help	you	with	informa>on	or	any	problems	or	safety	issues	you	may	
have.	They	are	not	present	to	help	you	with	actual	set	up	or	take	down,	but	are	present	should	
you	need	direc>on	or	 logis>cal	 informa>on.	Detailed	 informa>on	and	 requirements	 regarding	
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liability,	 insurance,	 alcohol	 and	 other	 considera>ons	 are	 itemized	 in	 the	 rental	 contract.	 The	
monitor	is	present	to	insure	that	you	have	a	posi>ve	and	problem	free	experience	at	Orr.	

Set	Up,	Take	Down	and	Cleaning	

Set	up.	Please	set	up	during	your	appointed	>me,	 if	you	want	to	set	up	earlier,	arrangements	
have	to	be	made	 in	advance.	Set	up	and	clean	up	are	your	responsibility.	Please	do	not	block	
studio	doors	with	tables,	equipment,	etc.	Please	return	the	furniture,	pedestals,	and	tables	to	
their	 original	 loca>on.	 Tables	 and	 chairs	may	 not	 be	 le]	 in	 the	main	 gallery	 a]er	 your	 event	
except	by	permission	only.	Do	not	put	objects	against	gallery	walls	or	the	large	sculptural	studio	
doors.	The	building	must	be	le]	in	the	condi>on	you	found	it.	

Clean	 up	 and	 trash	 informa,on:	 Trash	 bags	 are	 provided	 for	 you	 and	 are	 located	 in	 the	
kitcheneWe	 cabinets.	 (Our	 trash	 receptacles	 require	 39	 gal	 bags	 if	 you	 need	 to	 bring	more.)	
Trash	goes	 into	the	dumpster	outside	the	back	door,	 recyclables	can	be	delivered	to	the	 large	
yellow	re-cycle	bin	across	 the	street	 in	 the	bus	 terminal	parking	 lot.	Please	sweep	the	floor	 if	
debris	 is	 visible	 before	 leaving.	 Please	 mop	 the	 floor	 only	 if	 bad	 spills	 occurred.	 We	 have	
brooms,	dust	mops,	dust	pans	and	mops	in	the	back	hallway	closet	in	the	west	building.	Please	
pick	up	all	cups,	trash,	and	cigareWe	buWs	on	the	pa>o	and	walkways	outside.	Thank	You!	

Equipment/Facili,es:	

Tables:	We	have	11-	six	foot	tables,	1-nine	foot	table,	and	60	folding	chairs.	We	do	not	supply	
any	 linen	and	 recommend	you	bring,	or	 rent	enough	 table	 coverings,	 	 as	 a	 few	of	our	 tables	
have	been	used	for	art	workshops	and	are	paint	spaWered.	

In-house	speaker	system:		Amplifier	has	capabili>es	for	AM/FM	radio,	CD	player,	or	an	auxiliary	
input	 for	phone	or	 iPod/music	player	via	a	 standard	3.5	mm	stereo	mini	plug.	Newer	phones	
with	lightning	connectors	require	an	adaptor	for	a	mini	plug.	 	 	(Onkyo	model	TX-8050	 	Owners	
manual:				hWps://www.intl.onkyo.com/downloads/manuals/pdf/tx-8050_manual_e.pdf	)	

Projector/screen:	 	 Epson	 model	 EX3210.	 This	 is	 a	 basic	 projector	 with	 limited	 volume	
capabili>es.	 It	 will	 project	 images	 from	 a	 thumb	 drive	 if	 they	 are	 ordered	 in	 sequence.	 It	 is	
preferable	to	use	a	laptop	(not	provided)	to	avoid	problems	with	the	sequencing	of	images	in	a	
thumb	drive,	and	a	laptop	is	required	for	video	presenta>ons.	The	pull-down	screen	is	mounted	
to	the	ceiling	in	front	of	the	short	west	facing	wall	in	the	main	area.	Please	inform	us	if	you	will	
need	the	projector.	

Podium:	The	podium	is	on	locking	wheels.	Please	release	the	brakes	when	moving	the	podium.	
There	is	an	amplifier	mounted	in	the	podium.	It	is	meant	for	public	speaking	in	a	quiet	room	and	
is	 not	 loud	 enough	 to	 be	 heard	 in	 loud	 situa>ons.	 The	 microphone	 and	 amplifier	 require	
opera>ng	instruc>ons	that	the	Events	Manager	can	help	you	with.	
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Electrical	 outlets	 in	 the	 building	 are	 limited.	 We	 have	 a	 limited	 supply	 of	 extension	 cords.		
Consider	bringing	your	own	power	strips	and	extension	cords	 if	you	will	have	a	complex	need	
for	 electricity.	 Discuss	 your	 electrical	 and	 ligh>ng	 needs	 with	 the	 Event	 Manager.	 A	 long	
extension	cord	is	available	for	use	on	the	outdoor	pa>o	for	the	outside	lights.	

KitcheneLe:	is	equipped	with	a	refrigerator,	a	sink,	and	a	microwave.	You,	or	the	caterer	of	your	
choice,	must	provide	your	own	dishes,	 glasses,	flatware,	utensils,	 corkscrews,	 linens,	napkins,	
ice,	coolers,	etc.		Please	do	not	use	our	serving	pieces,	it	is	hard	to	keep	track	of	them	once	they	
are	mixed	in	with	others.		

Restrooms:	2	gender	neutral.	

Caterers,	Bakers,	Musicians,	Florists,	Rental	Companies.	We	do	not	specify	the	use	of	anyone	in	
par>cular,	 so	 you	 are	 free	 to	 use	 whomever	 you	 like.	 If	 you	 would	 like	 sugges>ons	 please	
consult	 the	 Events	 Manager	 for	 people	 that	 we	 have	 had	 previous	 experience	 with.	 Please	
inform	 the	 Events	Manager	 if	 you	 will	 be	 having	 a	 cash	 bar.	 Alcohol	 sale	 and	 distribu>on	 is	
regulated	by	city	law.	Orr	Street	Studios	is	not	responsible	for	the	illegal	distribu>on	of	alcohol	
by	renters	to	minors	or	others.	(see	terms	in	contract)	

Ligh,ng:	 The	 ligh>ng	 can	 be	 adjusted,	 but	 please	 consult	 with	 the	 Events	 Manager	 before	
aWemp>ng	to	alter	ligh>ng.	Computers	and	other	equipment	may	be	in	use	depending	on	the	
circuit.	

Wi-Fi:	We	have	a	public	wi-fi	network.	The	Event	Manager	can	inform	you	of	the	network	name	
and	password.	This	is	a	public	network	and	is	not	necessarily	secure.	

For	more	informa,on	contact:		
Orr	Street	Studios	

106	Orr	Street	Columbia	Mo		65201	
573-875-4370	

Jenn	Wiggs:		events@orrstreetstudios.com	

Ivy	Case:		director@orrstreetstudios.com	

website:	orrstreetstudios.com	

visit	us	on	Facebook	and	Instagram
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