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Service Building Reservation Policy 

 

We are pleased to offer our “Service Building” for our customers’ use.  The facility is suitable for a variety 
of events and includes a stage.  Reservations of the service department are accepted at our discretion according 
to the following guidelines, which are subject to change.  We are happy to discuss your group’s individual 
needs to help insure the success of your important event at The Pontiac! 
 
1. Reservations are accepted on a first come, first served basis by calling 479-751-4654.  A contact name and 

telephone number are required.  While not required, we encourage first-time renters to make reservations in 
person after personally acquainting themselves with our facility. 

2. If all food and drink are provided by Pontiac Coffee House, there is no hourly charge for the use of the 
facility. For parties wishing to bring in their own food and drink, the rental fee is $50.00 per hour (minimum 
2 hours) during normal Monday thru Saturday business hours. 

3. The time reserved includes the renter’s time requirements for set-up and tear-down/clean-up. 
4. The service department is heated and air-conditioned, but this 6000 square feet space is not insulated and 

therefore will be cool in winter months and warm in summer months. For best comfort, groups of less than 
20 persons should consider reserving the small meeting room instead. 

5. Hours of operation are 6am to 2pm Mon & Tues, 6am to 8pm Wed & Thur, and 6am to 4pm Fri & Sat, 
subject to change.  ‘After-hours’ use may be available subject to an additional facilities usage fee negotiated 
on an individual basis. Building is typically not available during concerts, usually scheduled 5pm – close on 
Wednesday, Friday and Saturday nights.  Please call 479-751-4654 at least 72 hours in advance of your 
event for more information. 

6. Renters are permitted to decorate the service department (with some restrictions) and may  bring audio-
visual equipment for their use provided renters accept complete responsibility for loss and/or damage, set-
up, operation and take-down. 

7. Reservations must be cancelled within 72 hours of the event if future use is desired. 
8. The Pontiac has a new stage with spot lights, and jumbo projection screen, and concert-quality sound 

system.  Stage equipment must be operated only by The Pontiac’s personnel.  Please contact Amber at 479-
751-4654 for more information regarding equipment availability and fees. 

9. The Service Building has open access to men’s and handicap-accessible restrooms that are located against 
the west wall. Parties wishing complete privacy must keep these restrooms available to all The Pontiac’s 
patrons. 

 
Important Service Building information to help event planners: 
Total Capacity : 300 persons 
Seating Available: 150 folding metal chairs, 20 wooden chairs, 6 wooden benches 
Dimensions: Area 6000 Sq Feet, 20-foot high ceilings 
Access: Main door from Coffee House with wheel chair ramp; single-width doors on North and South walls; 

semi-truck size garage doors on North and South walls 
Sound systems (2): Concert system with full hook-ups, microphones, amps, digital sound board (2) 2-speaker 

amp with Sirius music and multi CD player.  
Projection System: Computer ready for video, still images, Power Point presentations, etc. on 25-foot wide by 

15-foot high screen mounted behind stage. ($25 per hour charge for use of projector) 
See next page for pictures! 
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