
The Maxwell House  
Wedding Rental 

(*See alternative packets for Corporate/Meetings, Private social events, and Non-Profit rates) 

55 S. Grand Avenue - Pasadena CA, 91105 

Event Coordinators: Lisa Blake / Nicole Nelson-Campos 

maxwellhousepasadena@gmail.com / 626.584.7494 

 

Rental Cost: $3,600  

○ Additional $100 required for Event Insurance Coverage  

○ Additional $400 refundable security deposit required 

○ Total with all required fees: $4,100 (including $400 refundable security deposit)  

● Maximum Capacity: 220 seated, 280 standing  

○ Recommended capacity: around 100 total, seated 

● Access Included for Wedding Rentals: 

○ Main Living Room  

○ Grand Dining Room  

○ Library 

○ Entryway 

○ Outdoor Patio  

○ Upstairs Brides/Grooms changing room/restrooms  

○ Upstairs balcony lounge  

● Rental Hours included for Weddings:  

○ 3hrs in the space on the day before the event  

■ Can be used for rehearsal, decorating time, etc.  

○ Wedding day access: 11am-11pm 

■ Includes setup, cleanup time  
 



ACCOMMODATIONS  
 

PARKING 

Free 2hr street parking is available M-F. Free parking is also available in the lot across from the 

courthouse a few doors down from the Maxwell House. There is no time limit for courthouse 

parking.  

 

WIFI 

Free WiFi is provided to guests and renters.  

 

AV / PA SYSTEM 

We provide a projector, portable screen, portable speakers, and microphone by request. There 

is no additional use of the av/pa system.  

 

AIR / HEAT 

Each room in the building has a thermostat. Temperatures may be adjusted to suit the needs of 

the event.  

 

CATERING & ALCOHOL 

 

CATERING 

We do not provide catering, however you are welcome to use any caterer of your choice, so 

long as they are licensed. The Maxwell House has a full kitchen on the first floor that includes a 

fridge, stovetop, 2x microwaves, oven and butler’s pantry that your caterer is welcome to use.  

 

ALCOHOL  

Alcohol is permitted, so long as it is served by a licensed catering company, bartenders, etc. The 

Maxwell house does not supply alcohol, bar tables and accessories, or bartenders.  

 

LINENS & DISHWARE 

We do not provide linens or dishware of any kind. You must provide your own. Glassware is 

permitted.  

 

 

 

 

 



FURNITURE & DECORATION 

 

TABLES & FURNITURE 

The Maxwell House provides optional use of tables and chairs. Furniture will be set up by 

Maxwell House facilities personnel in advance of the event, according to your design plan. Any 

setup and furniture use is included in your rental cost. The following are current furniture we 

can provide.  

● 3x - Rectangular 8ft tables  

● 8x - Rectangular 6ft tables 

● 12x - Round dining tables (seat 8-10)  

● 120x Folding wooden event chairs 

● 2x Couches 

● Permanent 1920s era furniture (dining and side tables/chairs) may be rearranged to 

your specifications, though some furniture items such as the dining room table and side 

tables are unable to be moved.  

 

DANCE FLOOR 

Use of a dance floor is permitted, however you will need to rent a dance floor from a party 

supply vendor. Currently, we do not own a dance floor for rent.  

 

DECORATIONS 

You are welcome to decorate the Maxwell House as you choose. Prohibited decoration items 

include confetti, streamers, seeds, use of tape, wire, staples, nails, tacks, glue, and similar 

damaging items are prohibited from use for securing decorations to surfaces. Dark color flower 

petals are prohibited from use on the floor, carpet, and patio areas.  

 

CANDLES 

You may have real flame candles with approval from the building manager (please let us know 

your candle plan in your event request details). Candles and luminaries must be in containers 

with a 3” clearance.  

 

ENTERTAINMENT  

MUSIC  

Live and amplified music are permitted. Only acoustic music is allowed on the patio. Amplified 

music is allowed indoors. Live bands are permitted as long as guidelines are followed. Patio 

music must end by 7pm. Indoor music is allowed between the hours of 6pm-10pm M-F, and 

8am-10pm on weekends, in accordance with neighborhood and city policy, and with respect to 

our neighbors.  We do not require permits for musicians.  



 

SETUP & CLEANUP POLICY 

 

SETUP & CLEANUP  

You are required to complete your setup and cleanup within the rental timeframe. Extra time 

will not be given. You will have access to the building for 3hrs the day prior to your wedding, as 

well as 12hrs the day of your wedding (11am-11pm).  

 

Wedding parties are required to clean the venue to the state in which it was found in. This 

includes throwing away trash, removal of all decorations, coordinating pickups for any rental 

items such as a dance floor, tables, etc. Rental items may be collected within the following 2 

days after your event, so long as no other events are booked in the space for that time.  

 

The Maxwell House undergoes professional cleaning of surfaces, carpets, and floors after each 

event.  

 

TRASH 

The Maxwell House provides trash cans and trash bags for your event. A dumpster is located 

behind the patio restrooms.  
 

EVENT COVERAGE 

SECURITY 

Security guards or security services are not required for rentals.  

 

INSURANCE  

You are required to purchase insurance coverage for your event with a coverage  amount of 

one million dollars in general liability. If serving alcohol, the insurance must also cover for host 

liquor. You may purchase coverage through your own insurance company, or you may purchase 

a plan from one of the following recommended companies:  

● WedSafe 

877.723.3933 

www.wedsafe.com 

● Supple-Merrill & Driscoll, Inc.  

Philip Kohn - Account Manager  

626.795.9921 

phillip@productioninsurance.com 

www.productioninsurance.com  

 

mailto:phillip@productioninsurance.com
http://www.productioninsurance.com/


 

 

BUILDING CAPACITY BREAKDOWN:  
 

SPACE CAPACITY 

Main Living Room Seated: 100 
Standing: 110 

Grand Dining Room  Seated: 18 
Standing: 30 

Library  Seated: 10 
Standing: 20 

Outdoor Patios (#1 and #2) Seated: 120 
Standing: 130 

Entire First Floor  

+ Patio (WEDDINGS) 

Seated: 220 
Standing: 280 

 

 

 

 

 

 

 



 
 
 
 
 
 
 
 

 

 



Cost Breakdown 
 
 

Wedding Venue Rental = $3,600 

 

Insurance Fee for event coverage = $100 

 

Refundable Security Deposit = $400 

 

TOTAL COST = $4,100 

 

*TOTAL AFTER REFUND = $3,700 (security deposit will be refunded if no damage occurs) 

 
 

Rental Process 
 

1. REQUEST A TOUR: Tours are scheduled by appointment only. Please email 

maxwellhousepasadena@gmail.com to schedule a tour of the venue. Most often, we 

only allow tours M-F between 10am-5pm. However, exceptions can be made with 

advance notice. Walk-in tours are not permitted.  

 

2. PLACE A FREE HOLD: Once you have toured the facility, you may request a free hold for 

the date of your event. If another party is interested in your date, we will contact you 

and alert you. You will then have 48 hours to put down a deposit of 50% of your total in 

order to secure your date. If no deposit is received, the date will go to the other 

interested party. There is no limit to how long a free hold can last.  

 

3. SECURE THE DATE: The only way to secure the date for your event, making you the sole 

event rental for that date, is to place a deposit of 50% of your total ($2,050). Once your 

deposit is received, the venue will become unavailable to any other interested parties.  

a. COMPLETE THE RENTAL CONTRACT: You may email, fax, mail, or hand deliver 

your signed contract. We recommend email or hand-delivery.  

b. SUBMIT CHECK / CARD INFO: Along with the signed contract, we require your 

50% deposit ($2,050) via check or card. We do NOT accept Discover. A card 

mailto:maxwellhousepasadena@gmail.com


authorization slip will be included with your contract. You may email, fax, mail, 

or hand deliver your slip. If paying by check, please mail or hand deliver.  

i. REFUND POLICY: Please note, your deposit of 50% ($2,050) is NOT 

refundable, should you choose to cancel your event at any time.  

 

4. PAY REMAINING BALANCE: The remaining $2,050 (50%) to complete your rental cost 

must be received no later than 30 days before your event. If your balance is not paid 30 

days prior to your event, you will lose your deposit and forfeit your reservation.  

 

5. FINAL EVENT PLAN MEETING WITH COORDINATOR: At least one week before your 

event, you must schedule a meeting with one of our event coordinators in order to 

confirm the following: 

a. Desired furniture layout for your event. 

b. Rental furniture/decor we can expect to be brought in.  

c. Approval of any candle or decoration use you plan to have.  

d. Any questions/concerns you may have about the venue or event.  

e. Confirmation that your account has been paid with no issues.  

 


