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EVENT VENUE BOOKING

You’ve successfully reserved your venue, but there’s more you need to 
remember before your Event Day. This quick guide will keep you on track.

IMPORTANT DETAILS BEFORE YOUR EVENT

On the day before your event, you will receive a second 
confi rmation email. Click the link found in that email.
There, you will fi nd a video that you are required to watch 
in order to reveal your access code to unlock the venue on 
your event day. 

From: Blackstone Management noreply@blackstoneam.com
Subject: Important Info for Booking, ID 12879426

Date: August 30, 2022 at 6:01 PM
To: tracey@tangerinecs.net

Hello Tracey Stinnett:

Name of the booking: Tracey Stinnett

Event #: 12879426

Date: 09-01-2022

Your event is right around the corner!

Please visit your information page for important information about your booking!

Booking Info Page

Please note that on this page, we provide to you the ACCESS CODE necessary to gain entry to your event location.This access
code is available after you have watched the booking video and it is 2 hours before your event. We require you to watch the
booking informational video in full so you are fully informed to the pertinent information for your event rental.

If your access code does not work the day of your event, please contact us on the Emergency Number at (240) 343-9481

Please contact us with any questions at(240) 349 - 2117

If you cannot see the button, please copy and paste this link:
https://www.myblackstoneam.com//BookingInfoDetails.aspx?BookingID=12879426

Thank you!

The Blackstone Management Team
www.blackstoneAM.com
(240) 349 - 2117

 Please consider the environment before printing this e-mail
NOTICE: This e-mail communication is confidential and is intended only for the individual(s)or entity named above and others who
have been specifically authorized to receive it.If you are not the intended recipient, please do not read, copy, use, or disclose the
contents of this communication to others.If you have received this communication in error, please contact the sender by reply
email and destroy all copies of the original message.

Booking Info Page

Look for your booking confi rmation email 
shortly after you complete your reservation 
request online.
REVIEW ALL DETAILS.
Check for accuracy in location, date, times 
and any other specifi cs. If you need to 
make a change, follow the instructions in 
the email.

THIS IS OUR #1 MOST ASKED QUESTION: “WHERE 
IS MY

ACCESS
CODE?”

The video explains your responsibilities and instructions for the use of our event venue. After 
you watch the video, you will not receive your access code until 2 HOURS BEFORE YOUR 
EVENT START TIME. This is a necessary security feature and your Event Page will refresh
2 hours before your event so that you can gain access to the building to set up. 

• WATCH THE ENTIRE 3 MINUTE VIDEO. 

• COME BACK TO YOUR EVENT PAGE NO SOONER 
THAN 2 HOURS BEFORE YOUR EVENT START TIME.

• GET YOUR ACCESS CODE THAT UNLOCKS THE 
VENUE.
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EVENT VENUE BOOKING

WALK THROUGH REPORT FORM

As soon as you arrive at the venue, you must 
complete a thorough walk through inspection. 
The required video covers everything you need 
to do. Remember, you are responsible for 
any damage, trash or other issues you fi nd if 
you don’t report them immediately.
If you fi nd issues, report them online through 
your Event Page. You will fi nd the link in the 
email we sent you to confi rm your booking.

ONLY USE THE ONLINE INSPECTION FORM.

YOU MUST INCLUDE PHOTOS.

PLEASE DO NOT EMAIL OR TEXT.

For your convenience, you are given one hour after your scheduled event end time to clean up after 
your event. Follow the information found in the required video and make sure the venue is returned to 
its original appearance.
Remember that the doors will automatically lock one hour after your event and you will not be able to 
enter the building. Be sure you have all of your belongings when you leave.
* Please note that the association’s Board of Directors reserves the right to bill you for any 
additional time that exceeds one hour beyond your event end time.

AFTER YOUR EVENT

YOUR SECURITY DEPOSIT

The refund of your security deposit, if applicable, is not immediate. The venue will be inspected by 
Blackstone Management and you will be notifi ed if any issues are found that could affect your refund.
When a full security deposit refund is approved, you will recieve the funds in a reasonable amount of 
time. Understand that if you made your deposit using a credit card or debit card, the processing fees 
for that convenience will not be refunded.


