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Edmond Historical Society & Museum

2009 Rental Agreement

Rental Agreement

1. This Rental Agreement for use of the facility shall be issued and signed by Museum Management. Management may require the rental applicant to provide information necessary to determine facilities, arrangements, and any other special services that may be required for the proper management of any Event scheduled at the Edmond Historical Society & Museum. Management may also require such information to be set forth in writing prior to the issuance of a Rental Agreement or at such time before the coordination of the Event. No person may use the facility without first having obtained a written Rental Agreement from Museum Management. No verbal agreement for the use of the facility is acceptable.

2. Renter shall pay all rental fees prior to the occupancy of the facility. A signed Rental Agreement and payment of the required fees guarantees the rental space and date. 

a. A $50 deposit is due at the time of booking. 

b. The total rental amount is due two weeks (14 days) before the schedule event date.

c. Payments may be made in cash, check or credit card, or company purchase order. 

d. Failure to meet any payment deadline may result in cancellation of Rental Agreement.

3. A damage deposit is required for any event at the Museum.  The $50 deposit serves as the damage deposit. If no damages are found after the event, the damage deposit will be refunded in a timely manner. Refund of any damage deposit is at the sole discretion of Museum Management and is contingent upon the following:

a. No Agreement violations

b. Appropriate cleanup

c. No damages to the facility

Renter further agrees to pay for any and all damages to the facility and for any damages to or loss of any property or equipment of the facility, or through the negligence or other acts of the Renter, his/her agents and employees, or any person or persons participating in the event. Renter will be billed for any damages found in excess of previously paid deposit and payment shall be due upon receipt.

4. Rental fees include the facility rental, tables, chairs, and up to two (2) hours of setup prior to the event. The number of hours available for setup is based upon the type of event being held. Setup time must be approved and scheduled by management. Renter will be responsible for:

a. Table cloths, linens, decorations

b. Favors 

c. Food and beverage catering 

d. Removal of ALL items brought into the Museum.
5. Renter is prohibited from using:

a. Candles (with the exception of birthday candles)

b. Alcohol

c. Any other items management believes to be harmful or not in the best interest of the facility.


6. No refund of deposit will be made if event is canceled within 14 days of event date.
7. Management reserves the right to refuse to schedule an event for any reason that is not in the best interest of the Edmond Historical Society & Museum.

8. Facility may be rented out for the following:

a. Private Corporate gatherings (includes community groups, organizations, family events, adult celebrations or businesses, non profit rate available upon request)
b. Public Corporate gatherings
c. Child’s birthday party; for children the ages 12 and under – Private, Semi-Private and Public
Rental price is as follows:

	Type
	Times
	Capacity
	Price

	Private Corporate
	Tues.-Fri. 5:00-8:00 pm

Sat. 10:00-1:00 pm

       5:00- 8:00 pm  
	Seated Dinner- 100

Other- 125
	$500

	Public Corporate
	Tues-Fri. 10:00-4:00 pm
	Seated Dinner- 100

Other- 125
	$250-$300

	Private Birthday
	Sat. 10:00-12:00 pm
	20 children
	$150

	Semi Private Birthday
	Tues.-Fri. 4:00-6:00 pm
	20 children
	$125

	Public Birthday
	Tues.-Fri. 
	20 children
	$100


Events must be concluded, cleaned and all guests out of the facility one-half hour after scheduled conclusion time. If Renter doesn’t comply, an additional charge of $100 will be billed for each extra hour event is in session. 

9. Renter and their guests, agents, and employees shall, at all times, conform to the rules and regulations for the use, occupancy and operations of the facility. Any violation of such rules and regulations by any of the persons mentioned shall subject such person or persons to immediate expulsion from the facility and the forfeiture of all rental fees paid under the Rental Agreement for the full term thereof.

10. Smoking, animals, and Alcohol use is strictly prohibited anywhere in the facility

IT IS IMPERATIVE THAT ALL PERSONS INVOLVED IN THE PREPARATION AND EXCEUTION OF THE EVENT BE MADE AWARE OF THESE POLICIES, TERMS AND CONDITIONS. ANY DEVIATION FROM THESE POLICIES, TERMS, AND CONDITIONS WILL RESULT IN FORFEITURE OF DEPOSIT AND/OR FEES.

I HAVE READ AND ACCEPT THSES POLICIES.

____________________________




_________________

Renter









Date

____________________________




_________________

Edmond Historical Society & Museum Representative




Date

Edmond Historical Society & Museum

Rental Contract

Renters Name: _______________________________________

Date of Event: _______________________________________

Type of Event (circle one):    Private Corporate, Public Corporate, 

          Private Birthday, Semi Private Birthday, Public Birthday

Arrival Time: __________Event Starting Time: ___________Departure Time: __________

Number of Attendees: _____________________

Table and Chairs: Tables (circle one)  Yes   or    No : If yes, how many_________?



    Chairs (circle one)  Yes   or    No : If yes, how many_________?

Home Phone: ___________________________ Cell Phone: _______________________

Home Address: ________________________City: ___________________Zip:_________

Email Address: ___________________________________________________________

	1. This is an agreement between the Edmond Historical Society & Museum and

_______________________. The event will happened as stated above and have a total estimated cost of $______________, noting deposit of $________ received on _______________. The total balance of $_______________ is due that day of the event. 

2. Payment may be made in cash, check, or credit card. Make checks payable to EHS.

3. This agreement must be signed and returned in order to guarantee your reservation.




___________________________________



_________________

Renter’s Signature 







Date

To schedule an event please contact Christine Gibson at cgibson@coxinet.net
or (405) 340-0078. For museums information contact Jena Mottola at jmottola@coxinet.net Thank you

Edmond Historical Society & Museum

431 S. Boulevard, Edmond, OK 73034

Phone: 340-0078 Fax: 340-2771
EHS Rental Agreement
9/15/2009
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