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English

Facility Overview

Official Name: WPU GALLERY SHINJUKU

Display Name: GALLERY

Address: WPU 2F, 7-10-5 Nishi-Shinjuku, Shinjuku-ku, Tokyo 160-0022, Japan
Maximum Capacity: 110 people (standing)

TEL: +81-3-5338-2001

FAX: +81-3-5338-2002

Website: https://hotel.wpu.co/ja/shinjuku/

Instagram: https://www.instagram.com/wpushinjuku/
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Price List

Venue Rental Fee

Category Usage Time Fee (incl. tax)
Weekdays (Mon—Fri) 1 hour ¥15,000
Weekdays (Mon-Fri) 12 hours (10:00-22:00) ¥150,000
Weekends & Holidays 1 hour ¥20,000
Weekends & Holidays 12 hours (10:00-22:00) ¥200,000

Notes

The venue rental fee includes basic audio and lighting equipment. A detailed
equipment list is available for your reference — please note that any equipment not
on the list must be provided by the organizer.

If you plan to use the sound system, please arrange for a PA operator on your end.
(After your booking is confirmed, we will schedule a separate session — distinct from
the venue walkthrough — for the facility manager and the organizer to meet and
carry out a pre-event setup and sound check. This is to ensure smooth operations on
the day of your event.)

Your rental period includes time for load-in, load-out, and cleaning.

Approximately 5 minutes at the start and end of your rental period will be reserved for
a facility check conducted together with our staff.

Events requiring high volume (live performances, etc.) are limited to Fridays and
Saturdays.

Equipment use is free of charge.

Bar setup is free of charge. (While setting up the bar itself is complimentary, please
note that drinks are available for purchase at an additional cost. Our staff will be
on-site as bartenders and will provide all drinks, cups, and related supplies.)

Outside food and drinks may be brought in for an additional fee. Please contact us
for details.

Trash collection is available at ¥5,000 (tax included) per set of 3 bags (70L each).
(Garbage bags are provided by the venue and are sold in sets of 3 only, regardless
of the number of bags needed. For example: if you need 2 bags, you will be charged
for a set of 3; if you need 4 bags, you will be charged for 2 sets of 6. If arranged in
advance, the fee will be included in your invoice along with the venue rental fee.
Same-day requests will be processed via our Square terminal — cash is not
accepted.)

As this space is located directly beneath a hotel, we may ask you to lower the volume
at times.

For multi-day use such as art exhibitions, artists may store some belongings in the
staff room free of charge.



e Use of the green room is generally available, but may not always be possible —
please let us know in advance if you wish to use it.

e |f any venue equipment is damaged, you may be asked to cover the cost of
replacement at the current retail price.

e We may photograph or film your event for use on our social media and other
channels. If you do not wish to be photographed or filmed, please let us know during
the pre-event meeting.

The use of smoke machines is not permitted.
Minimum rental periods apply: 3 hours or more on weekdays, and 4 hours or more on
weekends and public holidays.

Venue Equipment & Sound

e The venue rental fee includes basic sound equipment. A detailed equipment list is
available and must be reviewed in advance. Any equipment not listed must be
prepared by the user.

e When using sound equipment, the organizer must arrange their own PA. (After
reservation confirmation, a separate pre-event meeting will be scheduled with the
facility’s equipment manager to check sound setup and volume levels. This is to
ensure smooth operation on the event day.)

Equipment usage is free of charge.
After using the audio cables or extension cords, please return them to the boxes
labeled with the same color as the tape attached to each cable.

e For the next users, please make sure to neatly coil the cables after use.

Usage Time & Operational Rules

e Usage time includes load-in, load-out, and cleaning. Please apply for usage time
that includes setup and complete teardown.

e Approximately 5 minutes at both the start and end of the usage time will be
reserved for equipment checks together with our staff.

e As the venue is located directly beneath a hotel, you may be asked to lower the
volume depending on circumstances.

Bar & Drink Service

e Bar setup itself is free of charge; however, drink purchases are charged
separately.

e On the event day, facility staff will be stationed at the drink counter, and all drinks,
cups, and related items will be provided by the facility.



e If you wish to bring in your own drinks or food, an additional fee will apply. Please
contact us for further details.

Garbage Disposal

Garbage disposal is available for ¥5,000 (incl. tax) per set of 3 bags (70L each).
Only set sales are available, and bags must be purchased in sets of three.
For advance applications, payment will be made by invoice together with the space
rental fee. For same-day applications, payment will be processed via the facility’s
Square system (cash not accepted).

e Please note that no waste disposal fees will be incurred when setting up a bar at
WPU.

Waiting Room & Storage

e For multi-day exhibitions, a portion of the artist’s belongings may be stored free of
charge in the staff room.

e Use of a waiting room is generally available; however, it may not be possible in some
cases. Please consult us in advance if you wish to use one.

Other Important Notes

e If venue equipment is damaged, you may be required to cover the repair or
replacement cost.

e Photos or videos of the event may be taken and used on social media or other
platforms. If you do not wish this, please inform us during the pre-event meeting.

Cancellation Policy

e Cancellations made 14 days or less before the event date will be charged 100% of
the basic venue rental fee. This does not apply in cases of force majeure such as
natural disasters, government restrictions, or serious health-related emergencies. If
you have special circumstances, please consult us individually. Refunds related to
cancellations must be discussed in advance.




Terms of Use

Application & Procedures

1.

Applications are accepted from 6 months to 1.5 months prior to the intended usage
date.

Applicants must submit the purpose and details of the event via the designated
Notion form.

Reservations are valid for 2 weeks.

Steps until contract completion:

o Submit the usage application form via the form.

o Before final confirmation, an on-site venue inspection is required.

o After approval, please transfer the venue rental fee to the designated bank
account within 2 weeks. Late payments may incur a late fee. If you wish to
change the payment deadline, please consult us in advance. If payment
cannot be confirmed, the reservation may be cancelled. (Bank transfer fees
are the responsibility of the user.)

o Bank transfer fees are the responsibility of the user.

o The contract is considered concluded once payment is confirmed.

Venue usage fees are charged on an hourly basis. Even if the usage time is less than
one hour (e.g., 30 minutes), the full hourly rate will apply.

If usage time is exceeded, an extension fee of ¥5,000 per 20 minutes will be
charged. Fees apply from the start of the extension; after the first 20 minutes,
¥10,000 will be charged, and ¥5,000 will be added for every additional 20 minutes
thereafter.

Transfer or subleasing of usage rights is prohibited.

Usage fees are non-refundable except in cases of special circumstances such as
natural disasters.

Food, Drinks & Catering

Bringing in Food & Drinks

Outside food and beverages may be brought in by the organizer, provided they are
not being sold.

An additional fee will apply. Please contact us for details.

Please note that when outside food or beverages are brought in, bar setup will
generally not be available.

Sale of Food & Drinks

Selling food or beverages within the venue (i.e., involving monetary transactions) by
the user is not permitted.



Drink Service

If drink service is requested, the facility can set up a drink bar.

When a drink bar is installed, bringing in outside drinks is not permitted, and only
drinks provided by the facility may be served.

Preparation and service of drinks will be handled by facility staff.

All payments will be cashless.

Catering

Catering can be arranged from the on-site CAFE / BEER DINER.
Catering requests must be submitted by the 20th of the month prior to the event
date.

e The recommended number of guests for catering is @a minimum of 15 and a
maximum of 50 people. (Please consult us in advance if your event falls outside this
range.)

e Three catering plans are available at ¥1,000 / ¥2,000 / ¥3,000 per person.

o For detailed menu contents, please refer to the Optional Fees Page.

e Serving times can be flexibly adjusted depending on the event, though they may

vary slightly depending on circumstances. Please note this in advance.
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