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EQUIPMENT USE 
CHECKLIST 
  

THIS IS A FILL-IN FORM 
COMPLETE 10-DAYS BEFORE YOUR EVENT 

√ PRE-EVENT CHECKLIST (MAJOR ITEMS). These questions are directed to the event host. 

PAYMENTS & CONTRACT 

 You have a signed copy of your contract and understand it and its attachments. For attachments, see: www.TheEventLine.info.   

 Equipment is being rented without labor or delivery. Labor and delivery are separate charges. Rental fee payment is due before equipment leaves 
the warehouse. Should the renter decide not to use the rented equipment, this does not change or decrease the rental costs of equipment taken.  

 Delivery times are estimates. While crews are directed to arrive ½ hour early, equipment and staffing issues can impact this. No adjustment is 
possible for delivery delays unless it impacts the uptime warranty. 

 No order is accepted without the signed contract and required initial payment being received. If less than 7-days before your event – it must be 
paid in advance by credit card or delivered cash or cashier’s check. A $25 fee applies to each credit card use.  

 No equipment may be off-loaded or used until full payment has been received. Payment on site is acceptable, however, a $50 fee applies. Credit 
cards may not be used for payment on site. Should payment not be available immediately on site, a $28 per hour per EI staff person on site applies 
for each hour of waiting. EI has no obligation to deliver any equipment or perform any services if payment in full has not been made. 

 If you have received a discounted contract (see adjustment at the bottom of your equipment list) it is non-refundable. The 3rd party PAR (Program 
Adjustment Request) is used to give all sides a fair adjustment. In such case, you have contractually agreed adjustments will be in the form of 
credits only. 

LABOR 

 Review the contract’s labor section. This lists the minimum number of labor that must be provided for your event. The event may have received 
significant discounts for providing its own labor. If labor is needed, request it immediately (labor charges apply and there must be enough advance 
notice to secure the labor). 

 If the event is providing any labor, the event is “Do-It-Yourself” and at special “Do-It-Yourself” rental rates. Your labor must be at least 16 years of 
age to comply with local law and do the EQUIPMENT UNLOADING, SET-UP, PRE-CLEANING, EVENT STAFFING, EQUIPMENT TAKE-DOWN, POST-CLEANING 
and LOADING; (2) the Experiencing Imagination (EI) EVENT LEAD is at your event for equipment delivery, training, safety and troubleshooting only - 
NOT to set-up, take-down or staff the activities. The EVENT LEAD handles the operational problems you notify him of and will not operate equipment 
or monitor your participants.  

 If you select “Do-It-Yourself” options a deposit is required and can not be simply guaranteed by credit card. If you do not provide the labor and one 
of our crews must be sent to your event location all costs (travel, mileage additional rental time and labor at $35 per hour) will be incurred. To avoid 
additional rental charges, IT IS YOUR RESPONSIBILITY to arrange delivery and pick-up times within the times agreed to. 

 DO YOU WANT TO ADD ADDITIONAL LABOR? Cost is $28 per hour onsite per person, plus travel time.  INDICATE # OF PERSONS HERE:______. (Labor is 
not reserved until a new contract is signed and payment made.) 

EVENT SITE, EQUIPMENT RESERVED, EQUIPMENT PREP & POWER 

 You have reviewed your equipment list and agree the following is correct: (1) the equipment to be rented (including any know substitutions due to 
out-of-service equipment), (2) the labor requested from EI is correct, (3) the event start and end time is correct and (4) the equipment arrival time is 
correct.  (NOTE: a $28 per hour fee applies per EI staff person onsite if additional time is requested. This includes an earlier arrival time.) 

 ARE THERE ANY CORRECTIONS OR ADDITONS to your equipment list? INDICATE BELOW: 
 
 
 
 
(Changes are NOT in force until a new contract is signed and any required payment made.) 

 Equipment Cleaning. You understand that inflatables, tents and large equipment will require onsite cleaning prior to use. This includes removal of grass and dirt 
stains from previous use as well as disinfection and odor neutralization. The correct solutions will be provided. Labor will be provided according to the contracted 
split between the provider and the user. Onsite pre-cleaning is understood and agreed to be a necessary part of rentals with no objection to be considered. 

 Equipment Use Warranty. You understand portable event equipment is not designed for completely uninterrupted use due to power systems, participant use re-

EVENT HOST / EQUIPMENT USER HAS AGREED TO 
COMPLETE THIS CHECKLIST IN THEIR CONTRACT. 
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moving equipment from blowers and setup considerations. There is an 80% up time warranty and downtime of 30+ minutes on a 4-hour event is to be expected. 

 You agree to mark any buried utilities less than 3 feet deep that may be within 20-feet of any equipment being set up. 

 You have downloaded rules signage for EACH RIDE and a waiver sign for each entrance location. You may want to have attendees sign a general 
waiver form. (See: www.TheEventLine.info).  

 You understand you are responsible for any permits and inspections needed for your event. Events open to the public often need permits. Contact 
your local city or county permits department 

 You understand NO EQUIPMENT may be used until the EI EVENT LEAD has performed its safety check beforehand. Also NO EQUIPMENT may be used unless 
a trained person of at least 16-years of age monitors it.  

 Your monitoring labor must arrive at least 30-minutes prior to your event start time for training. Others need to arrive before the time shown on 
the equipment list and contract. 

 You have at least one unused 20-amp 120 VAC circuit within 100-feet of each location where a ride will be set-up OR you have ordered enough 
generators (as shown on your equipment list) to handle your needs. MANY BUILDINGS WILL NOT HAVE ADEQUATE POWER circuits for rides. 

 You have or reserved (as shown on your equipment list) enough cords and power distribution to handle your needs. 

 DO YOU WANT TO ADD GENERATORS OR POWER DISTRIBUTION? Cost is TYPCIALLY $100 per generator and cord set. One 15KW generator needed for 8-10 
blowers, 1-2 blowers per inflatable depending upon size. INDICATE # WANTED HERE:______. (Equipment is not reserved until a new contract is signed 
and payment made.) 

 You understand you must provide ALL FUEL AND OIL for the generators you rent. 7 KW, 40 KW and 150 KW units are diesel. 5KW and 15 KW units are 
unleaded gas.  

 You understand you must provide ALL BATTERIES for any battery operated equipment you rent. This includes any portable wireless equipment including 
games, electronics, sound equipment and lighting.    

 You have provided the exact location where you want your equipment delivered by emailing a map (such as from http://maps.yahoo.com) to 
SLW@TheEventLine.com (for St. Louis region events) or KCW@TheEventLine.com (for Kansas City region events) and you have disclosed any entrance 
requirements that must be met to avoid delays. (Entrance requirements must be disclosed 10+ days in advance or additional fees will be incurred).  

EMEGENCY CONTACTS AND INSURANCE 

 Have you given your EI EVENT LEAD an emergency contact number where you can be reached anytime on the event date in case of a problem? Please 
list here: _____________________________ 

 Do you have your EI EVENT LEAD’s emergency contact number where you can reach him anytime on the event date in case of a problem? Please list 
here: _____________________________ 

 Unfortunately events sometimes attract people who make false or inflated claims in order to gain payments for alleged injuries. 1. Do you 
understand that you MUST have either a waiver printed on each ticket and/or clearly posted at each entrance? 2. Do you understand ALL CLAIMS and 
ALL CALLS FOR EMERGENCY ASSISTANCE must be reported immediately to the EI EVENT LEAD?  **NOTE: Failure to do either of these tasks makes YOU 
responsible for all liabilities. IT IS HIGHLY ADVISED you have a waiver signed by each person (or parent/guardian for children under18). Waiver 
forms can be downloaded from: www.TheEventLine.info.  

 If you do not have at least $1,000,000 in liability insurance you MUST be added to EI’s policy and pay the $50 fee. This policy is for catastrophic coverage 
and has a $5,000 per incident deductible you are responsible for. If you are uninsured, your organization and the contract signer personally are 
responsible for paying all claims, damages and legal costs incurred by ANY party. Do you wish to be listed as an ADDITIONAL INSURED on EI’s 
$1,000,000/$2,000,000 aggr liability policy? INDICATE YES HERE: ______. This must be submitted at least a week in advance. A fee applies per event 
and is based upon the event size and equipment used. You are responsible for the $5.000 deductible. A copy of the standard Certificate of Insurance can 
be downloaded from: www.TheEventLine.info.   

EVENT HOST: You have agreed to complete this checklist in your contract. This will eliminate most common errors and misunderstandings and avoid upsets. 
Please return this form by email to: EUC@TheEventLine.com or fax to the toll-free fax number listed on www.TheEventLine.com more than 10-days before 
your event. Please contact your EVENT LEAD if find you have additional needs.  The Event Planners may be able to assist somewhat, but do will not be at 
your event and are not the best people to speak to regarding it. The assigned EVENT LEAD if responsible for the delivery of your event. 


