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Rental Guide 
 

 
 

North Carolina Aquarium on Roanoke Island 
Events Department 

Mailing Address: P.O. Box 967 
Physical Address: 374 Airport Road 

Manteo, NC  27954-0967 

 
Cheryl L. Gross 

Events Coordinator 
cheryl.gross@ncaquariums.com 

 (252) 475-2337  
(800) 832-3474 press 4, x258 

Fax (252) 473-1980 
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Initials                Date       



2 

North Carolina Aquarium on Roanoke Island Rental Guide; Revised 01/01/16 

Rentals must adhere to policies stated in the most recent Rental Guide. 

 

Rental Options 
 
The NC Aquarium on Roanoke Island offers the following facility rental options for your special 
event. However, any event may be structured to meet your needs and expectations.  
 
The NC Aquarium thanks you in advance for respecting the safety and well being of the animals and 
exhibits. 

 
Option #1:  Entire Aquarium  
(This rate applies to events after 5:00 PM.) 
This option includes all designated public space. Guests may stroll through the facility throughout 
the event - dining, dancing and being entertained by the Aquarium’s critters. 

 
Base Fee:  $ 3200.00 Based on a 5-hour event 
     Capacity depends on type of event/room setup/space utilized. 

Extra Persons: $       5.00 Per-person charge over 200 guests  
Deposit: $   500.00   
 

Option #2:  Individual Room Rentals 
(Hourly Rates apply during normal business hours:  9:00 AM – 5:00 PM.) 

  
A. Conference Room (Includes seating for up to 14 guests at the conference table.) 
 

Base Fee:  $   100.00 Per-hour rental fee.  
Deposit:  $   100.00   
 

B.  Neptune’s Theater  
 

Base Fee: $   350.00 Per-hour rental fee with up to 150 guests. 
   Capacity depends on room setup. 
   (three-hour minimum)   

Deposit:  $   500.00 
 

Option #3:    Soundside Pier 
  
Contact us for availability and pricing.  
 

Option #4: Underwater Wedding Ceremony (and reception) 
(This option is made available through Dive Operations and Events.) 
Contact us for more information. 
 
Option #5: Other - Events may be structured to meet your needs. 
 

 

Enhance your event: Ask about the Live Animal Encounter: Your guests will learn fun facts as 

they get up close and personal with some of the Aquarium’s residents, such as turtles, snakes, 
alligators, frogs and other animals. Schedule with Events Coordinator. 
 

Fee:  $200.00  Based on a 45 minute program. 
  

 

 
 

___________       ___________   

Initials                Date       
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Aquarium Rental Equipment 
 
All equipment listed below is included in the rental fee and is for indoor use only. Aquarium staff will 
setup and breakdown this equipment.  Please note the renter is responsible for any equipment needed for 
outdoor use and the set-up and breakdown of that equipment. 
 
 
 

Equipment: 
 

12 5’ round tables (each table seats up to 10 people) 

12 4’ round tables (each table seats up to 8 people) 
12 8’ banquet tables 

12 6’ banquet tables  
12 30” Round cocktail tables with adjustable column 

6 29” Triangle cocktail tables with adjustable column 
6 30” Square cocktail tables with adjustable column 

2 36” Round cocktail tables with adjustable column 
250 white padded folding chairs 
 
 

General Information 
 
 
Hours and Availability:  The Aquarium is open daily 9:00 AM to 5:00 PM year-round except for Thanksgiving and 
Christmas.  Events may be held during the day and after-hours subject to availability. Wedding rehearsals may be 
scheduled with the Aquarium’s Events Coordinator. Rehearsals occur during normal business hours 9-5. All after-hours events 
must conclude by midnight. The Aquarium must be clear of all invited guests by the end of the contracted rental time. 
 

Exceptions and Restrictions:  Commercial, private and non-profit groups may rent the Aquarium subject to 
availability and approval.  Patrons may not book the facility for the purpose of renting to another party (“third-party 
rental”).  Third party rentals will result in the loss of rental privileges for all parties involved. 
 
The primary concern of the NC Aquarium is the safety and well-being of the visitors, animals and the exhibits and 
their components. To ensure the overall safety and well-being of the visitors, animals and exhibits, the Aquarium 
reserves the right to close any public space and move the event to another location on the Aquarium grounds. 
 

Other:  The Aquarium appreciates any attempts to recycle and use sustainable products and foods. 
 

Disclaimer:  Pursuant to the North Carolina Public Records Law (G.S. 132-1), rental contract information is 
considered to be public information and may be released to third parties upon request.  

 

___________       ___________   

Initials                Date       
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Deposit, Payment and Cancellation 
 
 
Security Deposit:  A security deposit must accompany the signed Rental Guide indicating acceptance of stated  
Rental Conditions (the security deposit is not applied to the rental fee). The amount of the required security deposit 
will vary depending on the rental option chosen.  Upon receipt of the security deposit and forms signed by the rental 
group, the Events Coordinator will review and sign the document - the reservation then becomes official and the 
date will be secured.   

 
 
Security Deposit Refund: A refund of the security deposit will be issued (after the event has taken place) if all of the 
conditions and terms are met as defined by this document. If payment is made by money order, cash or check, NC 
State policy requires a Social Security number or a Federal ID number be provided in order to process the refund. 
The refund will be made by check and it may take up to 30 days from the time it is requested. If payment is made by 
VISA or MasterCard, the payee’s Social Security number or Tax ID number is not required and the refund will be 
applied to the credit card that was used for payment. The refund will be processed within two weeks of the event. 
  
 

Payment:  An invoice for balance due will be submitted (by e-mail) to the rental group approximately 90 days prior 
to event’s contracted rental date.  Full payment of the rental fee must be received at least 60 days in advance (the 
security deposit is not applied to the balance due) of the contracted rental date and is non-refundable. If payment is 
not received 60 days prior, the event will be subject to cancellation.  Payments should be made to the North 
Carolina Aquarium on Roanoke Island and may be made by MasterCard, VISA, money order, cash or check. 

 
 
Cancellation:  Cancellation of the event results in the forfeiture of the entire security deposit. Should the rental 
group terminate the event after the receipt of full payment, the group will not be entitled to any reimbursement. If 

for any reason the Aquarium is forced to cancel the event due to weather, mechanical system failure or other 
unforeseen events, the rental group has the option of rescheduling the event. If the event cannot be rescheduled, the 
Aquarium will refund all money paid directly to the Aquarium (ONLY). The Aquarium is not responsible for any 
consequential losses. 
 
 

Hurricane/Natural Disaster Policy:  If officials call for an evacuation of the area due to a hurricane or natural 
disaster, the Aquarium will not host the event. The rental group has the option of rescheduling the event. If the 
event cannot be rescheduled, the Aquarium will refund all money paid directly to the Aquarium (ONLY). The 
Aquarium is not responsible for any consequential losses. If a hurricane, natural disaster, or other extreme 
emergency threatens the area and no “official” evacuation is ordered the Aquarium retains the right to determine 
whether it will remain open for the event to proceed.   
 

 

___________       ___________   

Initials                Date       
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Rental Conditions 
 

01. The rental group is responsible for ensuring that the Aquarium complex is restored to its original condition immediately 

following the event’s conclusion. 

02. It is highly recommended that you retain the services of an event coordinator/wedding coordinator to assist you with the many 

aspects associated with planning an event. 

03. The rental group is responsible for rental equipment and Aquarium goods during their event. The Aquarium assumes no 

responsibility for loss of any items stored at the facility that belong to the rental group or associated vendors. 

04. The rental group and associated vendors are responsible for the removal of food, beverages, decorations, flowers, rental 

materials and cleanup including emptying all trash receptacles. The rental group and associated vendors have up to one hour to 

complete breakdown and cleanup.  

05. All food must be provided by one insured and permitted caterer (approved by the Aquarium). Events must be serviced by the 

caterer throughout the entire event. Drop-off service is not permitted. Caterers are responsible for the cleanup of all food and 

beverage to include emptying all trash cans and depositing trash in the dumpster. 

06. All coolers and containers being used to service an event must be in good condition (free from leakage and condensation).  

07. Alcoholic beverages are limited to beer, wine and champagne and must be approved prior to the event. Liquor is strictly 

prohibited on Aquarium property by State regulation. If serving keg beer, a kegerator is required to avoid condensation which 

causes carpet damage and/or slippery tile floors. The legal drinking age in North Carolina is 21 years old. Open containers may 

not leave the Aquarium grounds. 

08. Self-serving of alcoholic beverages is not permitted. All bars serving alcoholic beverages must be serviced by the insured and 

permitted caterer associated with the event. Bartenders will cease serving alcoholic beverages 30 minutes prior to the end of the 

contracted rental time. However, the bar must stay open and serve non-alcoholic beverages until the end of the event. 

09. For Rental Groups considering a monetary exchange for admittance into an event where alcoholic beverages are served, a 

Special One-Time Permit issued by the North Carolina Alcohol Beverage Commission (ABC) must be obtained in order to 

have alcoholic beverages served at the event.   

10. Balloons, live fish, rice, glitter and bird seed are not permitted. Sparklers are not permitted on the Soundside Pier. 

11. Candles are permitted if they are in enclosed containers. 

12. All aspects of the event including decorations, caterer, music, special lighting requirements, etc. must be pre-approved by the 

Events Coordinator. This is to ensure the health and well being of our animals. Due to the sensitivity of our exhibits, we require 

that nothing be posted, taped, nailed, screwed or otherwise attached to the tanks, exhibit graphics or other parts of the 

Aquarium’s furnishings or structures (this includes the Soundside Pier).   

13. The tank lights go out at 10:00 PM – Gallery lighting may remain on until midnight. 

14. The Aquarium strives for 100% exhibit operation but some exhibits are occasionally closed for maintenance.  No discounts or 

refunds will be made for these closures.   

15. Use of any restricted or illegal substance on-site by or on behalf of the responsible contracted rental group, guests and 

associated vendors will result in immediate expulsion from the property, event cancellation without refund and notification of 

the proper authorities and law enforcement officials in accordance with the laws of the State of North Carolina. 

16. Smoking is prohibited indoors.  

17. At its discretion, the Aquarium reserves the right to limit the event time and/or noise level. The rental group and associated 

vendors may not enter or use any rooms or areas not previously specified in the rental contract or deemed closed and/or off-

limits. 

18. The rental group and associated vendors must adhere to the closure times and criteria as specified in the rental agreement. The 

Aquarium must be clear of all invited guests by the end of the contracted rental time. If the event extends longer in duration 

than the contracted rental time, or associated vendors exceed the allotted time to cleanup and breakdown, additional time may 

be charged as such and the fees will be deducted from the security deposit. 

19. The organization, individual party or group responsible for the rental of the Aquarium assumes all liability during and as a 

result of the activity or event. The Aquarium reserves the right to charge the rental group additional fees as a result of extra 

security and other Aquarium staff time, excessive cleaning or incurred damage.  Any and all damage incurred will be the 

responsibility of the rental group and will be subject to forfeiture of the original security deposit in full and any additional 

charges deemed necessary to restore the facility and its property to its original condition will be billed. 

20. The rental group is responsible for communicating all service provider requirements to the appropriate parties including, but not 

limited to, caterers, wedding coordinators, musicians, DJs, photographers, decorators, florists, rental companies and guests 

involved with the logistics of the event.  

 

 

_______________________________________________________      ___________________________ 

Rental Group Signature (Responsible Party)     Date 

 
_________________________________________ 
Print Name 
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Application (page 1 of 2) 
 

EVENT DATE: _________________________________________________________________________ 
       Day of Week                                         Month                                                    Day                                            Year 

 

TYPE OF EVENT: ____________________________________________________________________________ 

 
 
BRIDES NAME: _________________________________ E-MAIL: _____________________________ 
  

HOME #:  __________________WORK #:  ____________________ CELL #:  ___________________ 
 
 

GROOM’S NAME: _________________________________E-MAIL: _____________________________  
  

HOME #:  __________________WORK #:  ____________________ CELL #:  ___________________ 
 
  

CONTACT NAME: ________________________________ PHONE: ___________________________ 
 
COMPANY NAME: _____________________________________________________________________ 
  

E-MAIL: ___________________________________________________________________  

  
MAILING ADDRESS:  _________________________________________________________________ 

  
CITY:  ________________________________ STATE:  ____   ZIP CODE:     ____________________ 
  

HOME #:  __________________WORK #:  ____________________ CELL #:  __________________ 
 
 

CEREMONY: Location: ___________________________________ Time: __________________ 

 
EVENT START TIME: ___________________ EVENT END TIME:  _________________________ 
 

NUMBER OF GUESTS: _______________________________________________________________ 
 

REHEARSAL DATE AND TIME: (Schedule with Events Coordinator. Rehearsals occur during normal business hours 9-5.) 

  

HOW DID YOU HEAR ABOUT US? (If on-line, please specify the Website. Thank you):  
 

_______________________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

__________________________________________________  

___________       ___________   

Initials                Date       
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Application (page 2) 

 
RENTAL OPTIONS:  1 ����    2A ����    2B ����  3 ����    4 ����     5 ���� (Other)  $__________   
   (5 - Other) to be completed by Events Coordinator 

OTHER:  _______________________________________________   
  _______________________________________________   
  _______________________________________________ 
  _______________________________________________   
  _______________________________________________   
    
SECURITY DEPOSIT:         $__________ 
 
VISA �   MC �      MONEY ORDER �   CASH �   CHECK �       
(You may make credit card payments by phone)  
 
ENHANCE YOUR EVENT: (Schedule with Events Coordinator.) 
 

Live Animal Encounter A $ _________     

 
I hereby acknowledge with my signature a full and complete understanding of the entire Facility 
Rental Guide & Application (8 pages) and agree to abide by these conditions and terms and any 
special provisions by the North Carolina Aquarium and the State of North Carolina.  In the event 
that any information contained within this application is found fraudulent, all money collected will 
be forfeited, and the event will be cancelled. 
 

The security deposit must accompany the signed/dated Rental Conditions, Application, Liability 
Release and Express Assumption of Risk, and all other pages dated and initialed in order to reserve 
the date and time of the event.  Please complete, sign, and/or initial and date all 8 pages and mail 
or scan and e-mail to the Aquarium’s Event Coordinator (see page 1).  
 

 

_________________________________________   _________________ 
Rental Group Signature (Responsible Party)   Date 

 
_________________________________________ 
Print Name 
 
_________________________________________   ________________ 
Aquarium Signature (Events Coordinator)    Date 
          
_________________________________________ 
Print Name 
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LIABILITY RELEASE AND EXPRESS ASSUMPTION OF RISK 

 

For and in consideration of the use of the North Carolina Aquarium facilities, I hereby assume 
responsibility and liability for any and all injuries or damages to persons or property which may occur, 
directly or indirectly, as a result of my use of the North Carolina Aquarium on Roanoke Island for my 
planned event, as such event is described in the Rental Guide, whether such injury or damage occurs 
before, during or after such event.  Also, I shall indemnify and hold harmless the North Carolina 
Aquarium on Roanoke Island, their employees and agents from all responsibility against any claims filed 
by parties for any such injuries, acts and all damages.   

 
Furthermore, in signing this agreement, I hereby agree to comply with and abide by the laws applicable to 
the serving of alcoholic beverages at an event.  The North Carolina Aquarium on Roanoke Island reserves 
the right to refuse alcoholic beverages to any individual that appears intoxicated.   

 

In consideration of being allowed to set up equipment at and access the North Carolina Aquarium on 
Roanoke Island property, I hereby personally assume all risks in connection with my actions and those of 
any service providers while on the Aquarium property and, for any harm, injury or damage that may befall 
me or any service provider, whether foreseen or unforeseen. 

 
I further state that I am of lawful age and legally competent to sign this liability release.  I understand that 
the terms herein are contractual and not a mere recital and that I have signed this document of my own 
free act. 
 
I have fully informed myself of the contents of this liability release and express assumption of risk by reading it 
before I signed it on behalf of myself and my heirs. 

 
 
 

_____________________________________________   _________________ 
Rental Group Signature (Responsible Party)    Date 
 
_____________________________________________    
Print Name 
 

_____________________________________________   _________________ 
Aquarium Signature (Events Coordinator)    Date 
 
___________________________________________  
Print Name 


