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Rules and Policies

BOOKING YOUR EVENT

Use fees are charged for exclusive use of Musegititiflzss. Rooms may be rented in the museum after
hours Tuesday through Friday from 5pm until 11pmd &aturdays 3pm until 11pm. The minimum
rental fee is $500.00 for a 4-hour rental. An dddil fee is assessed for each hour or portioreéitar.

To begin to secure your date, an original Facllse Agreement form must be completed and returned,
along with a security deposit of $200.00. You magkjup a Facility Use Agreement form at the
museum or we will mail one to you. A sample agresne provided in this brochure. Payment of your
rental fee in full is required two weeks prior teetevent. Cash or check is accepted, checks sheuld
written to the Polk County Board of County Comnusers. The security deposit will be returned after
the function if there are no damages or additibeed assessed.

By completing the Facility Use Agreement you areceing to abide by the rules and policies detailed
this Special Event Rentals Brochure and the Fpdilée Agreement. Your copy of the completed and
signed Facility Use Agreement will serve as yourfcmation. Your event date is guaranteed only upon
receipt of the deposit and return of a signed qmtaved agreement to you.

Fees may be waived for non-profit organizationsgi$acilities during regular museum hours. Regular
rental rates apply after operating hours.

SET-UP & CLEAN-UP

Set-up and clean-up must be included in your rdraats and fees. Set-up, event schedule, and algan-
time must be detailed on your Facility Use Agreemail deliveries by you or your designated vendors
must be scheduled by you with the museum staffdiraace. Staff cannot accept deliveries from your
vendors. The museum will not provide storage farryevent material outside the approved set-up and
clean-up times.

Nothing can be taped, stapled, nailed or attacbeany part of Museum property, only freestanding
equipment or decorations may be used.

No open flames are allowed in the building of amdk

You are responsible for all clean up and removadlbtiebris by the stated close of your functiofi. A
materials, decorations, trash and outside equipmardt be removed from the facility before your
departure. Rooms must be swept and spillages mogpad. Please plan your rental hours accordingly.
You will be assessed a storage fee for equipmemdireng after the function.

TABLES & CHAIRS

The museum can provide (20) six foot rectangulklirig tables, chairs and garbage cans for use glurin
your event without charge. You must provide any afidother equipment needed. Please detail
requested use of museum equipment on the FacitigyAgreement.

OUTSIDE VENDORS

Please attach a list of outside vendors, to be f@egbur event, and their contact information, wibhe
Facility Use Agreement. You are responsible for toemduct of your vendors. Please provide your
vendors with a copy of the rules and regulationghia brochure. When selecting outside vendors to
support your event, be certain they are licensedrsured. Commercial vendors may only sell prosluct
in the museum with prior approval with the Facilitge Agreement and may be required to provide a
copy of a Florida Resale Certificate for Sales Tax.

FOOD & BEVERAGES

Caterers may be used at the Polk County Histokiltedeum. The Museum does not permit any cooking
or open flames of any kind in the museum. Foodlmarages are permitted in the 1926 Courtroom and
Rotunda only.

MUSIC & ENTERTAINMENT

If you decide to provide entertainment, you magsea vendor of your choice

PROMOTIONAL MATERIALS

Do not promote your event until you receive writteonfirmation of your date. It is important that
exclusive use of the Museum is not confused or ptethas being sponsored by Polk County.
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SECURITY

It is understood that after review of the rentguest, you may be required to provide an off-duljce
officer, at your own expense, during the event. 4oel responsible for the conduct of your guests. A
museum staff member will be in the building duriygur event to monitor activities. Any conduct
deemed by staff to violate these rules or endanmgeseum property will result in you and guests being
immediately trespassed from the property by th& Bolunty Sheriffs Office.

CANCELLATION OF EVENT

Although cancellations are sometimes necessaryptleving guidelines apply: if the event is carext!

10 calendar days prior to the scheduled use dateyll receive a refund of 80%; if the event is
canceled less than 10 calendar days prior to thedsted use date, you will receive no refund.
LIABILITY

It is understood and agreed that the renter shedl and hold harmless the Polk County Board of
County Commissioners and its employees from dlilligt that may arise out of the use of the Polk
County Historical Museum.

FACILITY RENTAL FEES

Fee Description Current Fees* Comments
Refundable after event if there are no
Security Deposit $200.00 |damages or extra use of the facility.
Base Rental Fee $500.00 |4 hour minimum

Each additional hour, or portion thereof $125.00 |30 minute use = $125.00
per person/per hour utilizing county
Room set-up / breakdown service $35.00 personnel

Commercial Photography in the Museum $100.00 2 hours
per day for materials not removed
Equipment storage $50.00 after event

*Effective October 1st, 2009

Dimensions Standing Seated Classroom Conference
Room Banquet
1908 Courtroom 40’ x 42 160 No food or 200 75
beverages
1926 Courtroom & 30’ x 50’ 200 100-150 150 125
Activity Room 29 x 31 (depending

upon chair anc
table layout)

Conference Room 19’ x 36’ 50 —_— 35 10

Dixon Rotunda 25’ 35 S - _
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1.FacilityRequested

2. Date(s) Requested

Times Requested: Open losedC

3. Applicant

Phone: Day Evening

4.Address ty Ci State Zip
5. Driver License Number State of Issuance

Date of Birth
6. Organization Name (Event Sponsor if Applicable)

7. Address City Stere Zip
Phone
8. Name/Description of Event

9. List Planned Activities and Equipment (Explaamusemc ~t rides, anin.als rides, concessions, pautiables,
chairs, tents, etc.)

10. Tax Certificate Number N fiP . es/No
Estimated: Participants Vehicles .

11. Will donations be requested of attendees? & 4ou. .t requested $ ).

12. Will food, goods or services be sold” Ves/N. €k, ~ttach itemized cost of goods, servicesvamdiors
names, addresses and phone numbers)._
13. How will event be advertised/nromoted . non apal?

No Promotions Are To Be Initiate." L. ' Signeu Agneent is Approved

HOLD HARMLESS/INSUF. ANCE A .REEMENT
(SOME EVENTS MAY R QU .=, ' "URANCE)
Applicant agrees to, and wul at al' dmes, indefygnsave and hold harmless the Polk County Boar€Cadnty

Commissioners (BoCC), its off~ s, agents, andleyges from all liability, claims, demands, damagesd cost

of every kind and nature, including attorneys’ fegdrial or appellate levels and all court cogtsiag out of
injury to, or death of persons, and damage to adyadl property including loss of use thereof, Hsg from or in

manner arising out of or in connection with actestor use of the mentioned facilities on this cactt arising out

of its relationship with BoCC, excepting only liityi resulting from the negligence of the BoCC. TApplicant
will, upon request from the BoCC, defend and satesfiy and all suits arising from its use of thenpises.
Applicant will, at own expense, keep in force dgrithe term of this agreement, insurance from anraree

company licensed in the State of Florida and ré&fedClass VIII,” or better, by A.M. Best. Requirddsurance

will be evidenced by a certificate of insurancduing: Comprehensive Liability Insurance with animium limit
of one million dollars per occurrence, combinedgknlimit to include: Premises Personal Injury, @ens.
POLK COUNTY BOARD OF COUNTY COMMISSIONERS MUST bisted as additional insured party.

CERTIFICATE OF INSURANCE MUST BE SUBMITTED NO LATERHAN SEVEN CALENDAR DAYS

PRIOR TO REQUESTED EVENT DATE
Applicant Signature: Date:

Note: Hold Harmless/Insurance Statement must beedipy applicant.
Falsification of information may result in rejeatior cancellation of use.

ONLY ORIGINAL FACILITY USE AGREEMENT WILL BE ACCEPT ED (Typed or Ink Only)



Polk County Historical Museum
Set-up Checklist for Renter

This information is provided to assist you with the museum rental set-up policies.

Rental Agreement

Caterers & Vendors

Decorations

Food/Drink

[] Submitted final payment and proof of insurance (if
required) 2 weeks prior to my event

[] Designated an individual or vendor to oversee set-up of
rental rooms and notified museum staff if any of my guests
have special needs for access.

[1 Provide a copy of the museum rental policies and set-
up/clean-up checklists to vendors

[1 Provide a list of vendors to be used for my event to the
museum staff, including arrival times.

[] Decorations are free-standing. No tape, pins or nails will be

used on museum interior finishes.

[1 No confetti type materials will be used.
[] No open flames are planned for food or decoration.
[1 No alcohol is planned for my event.

[] Designated an individual or vendor to oversee clean-up of
rental rooms and insure trash containers do not overflow.

| have read and agree to comply with the items listed above.

Signature of Renter

PLEASE RETURN THIS FORM WITH THE BALANCE OF YOUR RE NTAL FEE,
NO LATER THAN 2 WEEKS PRIOR TO YOUR EVENT.
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Polk County Historical Museum
Clean-up Checklist for Renter

Renter is responsible for leaving the museum rental rooms in the same condition it was
provided to you. Clean-up must be completed within the time you have designated in your
contract. Please plan your event accordingly. Failure to satisfactorily clean the rooms or
complete your event by the scheduled time will result in the loss of your deposit. Ask our on
duty staff for trash bags, brooms and mop if needed.

Chairs [] Cleaned of debris

[] Folded and returned to storage room.

Tables ] Cleaned folded and placed on the table trolley in the storage
room.
Catering Area [ Counters wiped off.

L1 Microwave cleaned.

[ 1 Sink clear of debris.

1 All equipment, supplies and food removed.
Decorations [] Remove all decorations from the facility.

Floors O Swept, with all debris removed.

[1 Liquid spillage mopped clean.

Trash [1 Upon completion of your event, all trash is to be placed on the
north side of the building in the grass near the curb.
Avoid over-filling trash containers.

Museum staff has inspected rental rooms and renter has complied with all of the items above.

Signature of Renter or Renter's Representative Signature of Museum Staff

PLEASE GIVE THIS FORM TO MUSEUM STAFF UPON COMPLETI ON OF YOUR
EVENT.
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