William Hodges Education Building
Sam Houston Statue & Visitor Center
7600 HWY 75 S
Huntsville, TX 77340


Rental Hours & Specifications

Monday – Sunday
7:00 a.m. – 12:00 a.m.

Specifications

Dimensions: 1000 sq. ft.
Capacity: 100 people

Furnishings: 100 chairs, 10 Round Tables, 35 Rectangle Tables
Available equipment: projector, projector screen, sound system, microphone, catering kitchen with refrigerator, sink, microwave, and podium.
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William Hodges Education Building
Fee Schedule for Events


	Rental Fee
· $100 first hour, $50 each additional hour

Deposits (due upon booking)
· $150 (Refundable; please see “Deposit” section for more information)

Security Fees 
· Fee will be determined by Huntsville Police Department 

Audio/Visual 
· $20 additional fee























                                          
William Hodges Education Building
RENTAL AGREEMENT
7600 Hwy 75 S
Huntsville, TX 77340
Phone: 936-291-9726; Fax: 936-291-5936
www.huntsvilletexas.com

To begin your request for a meeting or event, please supply the information below and submit.  Once your request is received and processed, you will be notified via email or phone for additional information and confirmation of your reservation request.

GROUP INFORMATION

· Individual/Group/Organization/ Company Name: _______________________________

· Mailing Address: _________________________________________________________

· Primary Contact Name: ____________________________________________________

· Primary Contact Phone Number: _____________________________________________

· Primary Contact’s Email: ___________________________________________________

· Have you or your group met at the Sam Houston Statue Visitor Center before?

Yes_______ No______

EVENT DETAILS

Please review the Hours of Operation prior to selecting your event date and time.   If you request multiple regular meeting dates, please attach a list of dates and any variation of meeting times or needs.

· Event Date: ______________________________________________________

· Event Title: ______________________________________________________

· Number of expected attendees: ______________________________________________

· What time will your event begin? ____________________________________________

· What time will your event end?  _____________________________________________


POSSIBLE ROOM SETUP OPTIONS 
	
            Capacity 100		    Capacity 60 	 Capacity 12-15	       Capacity 60
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FOOD & ALCOHOL

· Will food be served at your event? Yes_____ No_____

· If yes, please check: Group_____ Caterer_____

· Name of caterer: ________________________________________

· Will you be serving alcohol at your event? Yes_____ No_____

AUDIO/VISUAL EQUIPMENT

Will you need any of the following:

· ____	Projector & Screen
· ____	Microphone
· ____	Podium

QUESTIONS/COMMENTS/ADDITIONAL NEEDS

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Facility Use Agreement

In consideration of the City of Huntsville (hereafter referred to as “the City”) agreeing to allow the use of the William Hodges Education Building (hereafter referred to as “WHEB”), ________________________________ (hereafter referred to as “renter”) agrees to the following:

The WHEB may be used for public/private events deemed appropriate by City staff. 

Use of the WHEB does not constitute endorsement by the City of any points of view expressed by the renter. No advertisements or announcements implying such endorsement will be permitted.  

The length of time needed for each event should include time for setting up the WHEB and putting it back in order (including cleaning). If the event extends beyond the scheduled time, staff will request that the event be adjourned. The deposit (or portions of) may be forfeited if the event goes past the time allotted.

The renter agrees to indemnify and hold the City harmless from and against all losses, expenses, demands, and claims made against the city arising in any manner from the renter’s use of the City’s facilities, whether such losses, expense, demand, or claim made against the City is caused by the City’s negligence or not. 

Alarm System & Keys
Keys should be left in the drop-box prior to leaving the WHEB. The renter is responsible for setting the alarm using their unique alarm code when they leave the WHEB at the end of the rental period. Failure to set the alarm or leave keys in the drop-box may result in forfeit of the deposit (or portions of). 

Alcohol
Only beer and wine may be served on the premises. Renter, guests, and invitees must comply with all applicable local State and Federal laws governing the service, distribution, and consumption for alcohol.

The City will not be liable for any accidents, on or off premises, resulting in injury incurred from the distribution, service, or consumption of alcohol.  Renter hereby indemnifies and holds harmless the City and its officials, officers, employees, agents and representatives for any injury, damage, fee, or penalty arising therefrom.

Renter desiring to provide alcoholic beverages shall indicate such on their rental contract, for review by the Chief of Police of the City, and additionally, secure all permits/licenses required by law. Alcoholic beverages may be served, sold, or consumed only if approved and stated on executed rental contract. Glass beer bottles are not allowed at the WHEB. 

If alcohol is served, sold, or consumed at a non-alcoholic function, the deposit (or portions of) may be forfeited, the event immediately cancelled, and renter and guests will be required to immediately vacate the premises.

Security will be required in all cases when alcoholic beverages are to be served, sold, or consumed and must be arranged through the Huntsville Police Department. Security will be required from the start of the event, until the property is vacated. Failure to obtain security shall result in cancellation of the reservation and forfeiture of all rental fees and deposits.

Functions which include the sale of alcoholic beverages require a Tobacco and Alcoholic Beverage Commission (TABC) temporary permit. Renter is required to obtain a permit from the TABC and file permit copy with City staff no less than forty-eight (48) hours prior to the event. Failure to provide TABC permit copy shall result in cancellation of the reservation and forfeiture of all rental fees and deposits.

Animals/Pets
Absolutely no pets during a event, except for animals assisting disabled persons, or for specially-arranged programs approved by City staff.

Applying Payments to Different Date
Should the renter request a date change and rollover of payments to a different date, the renter will be required to pay current rental contract amount in full, regardless of due dates for old/new rental contracts. Once paid in full, roll-over will be allowed ONE TIME if requested via a written notification more than 30 days prior to event. If request is 30 days or less before scheduled event, cancellation policy applies.

Booking Events
An event cannot be booked more than three months out. 

Cancellations
If an event is cancelled, notice must be received in writing 7 days prior to the event to receive full refund of deposit. Canceling less than seven business days before the scheduled event may result in forfeit of any deposit and rental fees.  

City staff will not be held liable for failure to complete contracts because of conditions that are beyond staff control, due to acts of God, strike, civil disturbance, terrorism, war and/or industrial incidents resulting in a disruption of WHEB facility functions.  

Caterers/Food Service Areas
All caterers at the WHEB must have a Certificate of Health from the City or the Department of State Health Services, State of Texas.  All caterers must also have a Certificate of Liability Insurance on file with the SHSVC to deliver food and services. The certificate may be faxed to 936-291-5936.  Renter is required to file a copy of said permit from the City Health Department with the City staff no less than forty-eight (48) hours prior to the function; failure to present permit copy may result in cancellation of the reservation and forfeiture of all rental fees and deposits.

Caterer/ Rental Deliveries and Transport
All equipment, catering and rental deliveries must be scheduled with the SHSVC prior to the event.  Deliveries will not be accepted at any time other than the time for which they are scheduled. All rental equipment must be removed on the day of the event or the following morning before 9:00 a.m.  Exceptions must be addressed and approved by the staff of the SHSVC in advance.

Children
Children under the age of 15 must be accompanied by an adult at all times.

Decorations
No decorations or other materials of any kind may be nailed, tacked, taped, screwed, or pinned to any part of the inside or outside of the WHEB. Spray painting is prohibited on property.

Deposit/Rental Fee
A deposit is required for each event held at the WHEB upon booking. Renter must pay a $150 refundable security deposit in addition to the rental fee.  The deposit is returnable upon completion of post-event inspection. If any damages are noted upon post-event inspection or additional cleaning efforts are needed to restore the WHEB to its original condition, all or part of security deposit monies will be retained by the City for repair costs. Should the cost of damages exceed the amount of the security deposit, the renter will be responsible for the cost of all repairs incurred due to misuse of the facility and/or equipment leading to damage by the renter, or their guests and a bill will be issued for the balance.

All or a portion of the deposit may also be retained for specific purposes set out in this Agreement.

The balance of the rental fee is due 7 days prior to the scheduled event.  The City accepts credit cards, checks, money orders and cash.  Checks should be made payable to “Sam Houston Statue Visitor Center”.  Receipts are available upon request.

Emergency Services
The WHEB is equipped with a fire suppression system and alarms.  Exit signs and evacuation routes are posted and staff is familiar with evacuation procedures.  Renter and their guests are encouraged to familiarize themselves with exits and evacuation routes prior to the beginning of their event.

Entertainment
The City is not liable for malfunctions of equipment provided by outside vendors such as DJ or entertainment services. WHEB audio systems may not be used or connected to by DJ services or any third party. 

Music and noise must be kept at a reasonable level at all times. Failure to abide by the City noise ordinance will result in the cessation of all music regardless of what time of day or night. 

Renter is responsible for paying any fees directly to the American Society of Composers, Authors and Publishers/Broadcast Music, Inc., if applicable for the use of entertainment.

Equipment and Supplies
The City will not provide any supplies. The renter must provide all supplies required including linens, flatware, glassware, and kitchen equipment such as pots, pans, carving boards, etc.

Equipment, supplies, or personal belongings cannot be stored or left in the WHEB before or after use without prior permission. Staff will have the right to discard any left items. The City is not responsible for lost or damaged items.

Holiday Rental
No rentals on the following holidays: Thanksgiving, Christmas Day, New Year’s Day

Kitchen Use
Kitchen access is allowed for light use and catering. Kitchen information for use and clean-up is posted in the kitchen. Approximately 30 minutes should be allowed to clean up and check out.

Media Coverage/Press Conference
The Sam Houston Statue & Visitor Center (or WHEB) name is not to be used in any promotional or public relations effort connected with an event sponsored by any other group except to describe the location of the event.

When the renter seeks or anticipates media coverage for its event, the renter must submit details to City staff.  Any promotional or media material must include the following disclosure: “The content of this event and any views expressed therein are sole responsibility of […] and do not necessarily reflect the position of or endorsement by the Sam Houston Statue & Visitor Center or the City and its staff.”

Occupancy Limits
The WHEB is limited to a capacity of 100 people.  Emergency exits should remain clear always. Renter and their guests must cooperate with City staff’s efforts to maintain security of the buildings and grounds and to provide for the safety of all persons visiting the Sam Houston Statue & Visitor Center. 

Open to the Public
The Sam Houston Statue is open to the public 24 hours a day, 7 days a week. 

Parking
Parking is available at no charge, nor are you allowed to charge for parking.  

Photography
Photography is permitted throughout the WHEB.  

Politics, Campaigning, Electoral Forums
No form of electoral politics and/or related activities, i.e. candidate campaigning, single or multiple candidate forums, candidate fundraising, etc. are allowed on the premises.

Reservations
Requests for the use of the WHEB may be made by completing WHEB Rental Agreement form. Submission of an agreement form does not mean that the room is automatically reserved. Contact the Visitor Center Coordinator to confirm the reservation after submitting the application. The reservation is not considered active until the deposit has been received.

The Rental Agreement must be submitted at least two weeks, but no more than three months, in advance of the date requested.

Reservations for the WHEB may not exceed two events per month. Exceptions to this rule may be authorized by the City.

Setup for Events
The WHEB must be set up by the renter and returned to its original condition by the end of the reservation period. Chairs and tables must be set up, put away, and cleaned by each renter.  No additional furniture will be provided. All equipment (tables, chairs, other heavy items) must be handled with care.  No sliding, scooting, or dropping of equipment is permissible.    

Security 
The safety of visitors will not be compromised for any event. Renter and their guests must comply with all instructions from City staff regarding safety and security. City staff is authorized to expel individuals who violate the Rental Agreement or in any way compromise the security or safety of the visitors and property of the Sam Houston Statue & Visitor Center

Emergency exits, exit signs and security cameras may not be blocked at any time during an event.  Exterior doors may not be propped open. Any violation of Security and Fire Code policies may result in immediate removal of the person(s) responsible for the infraction. 

Security will be required in all cases when alcoholic beverages are to be served, sold, or consumed and must arranged through the Huntsville Police Department. Security will be required from the start of the event, until the property is vacated. 

Smoking
The Sam Houston Statue & Visitor Center is a smoke-free facility; this includes the WHEB, porch areas, and the grounds.  The renter will be responsible for informing guests of the non-smoking status.

Trash
All trash must be carried out and dumped into the dumpster at the end of the parking lot. The trash cans must be returned to their original location and fresh liners put in them. Liners will be provided. 

Walkthrough/Checklist
Once the deposit and rental fees have been paid in full the renter may schedule a key pick-up with the Visitor Center Coordinator. At the time of the key pick-up, City staff will conduct a full walkthrough of the WHEB with the renter. Upon completion of the walkthrough the renter will sign the walkthrough document agreeing to the state of the WHEB. At the conclusion of the event the renter will complete a departure checklist, confirming the WHEB has been left in its original condition.  


Windows
All windows are to remain shut and locked at all times. Blinds must be closed upon departure of the facility.

Waiver of Liability, Indemnity and Enforcement of Rules and Regulations
The renter will not hold the City and/or its officials, employees, and agents responsible in case of any accident or injury involving the renter or any participant in the renter’s event, WHETHER FROM NEGLIGENCE OR OTHER CAUSE, as a result of their participation in these activities.  For itself, its agents, heirs, assigns, guests and invitees, the renter waives the right to sue or otherwise claim against the City or its officials or employees.  The renter agrees to indemnify, defend, and hold harmless the City, its officials and employees for any suit or claim made, by whomsoever made, on account of any injury to property or person in the course of the renter’s use of the WHEB.

City staff reserves the right to enforce all rules and regulations stated in the Rental Agreement.  Infractions of any policy stated in this agreement may result in expulsion from the premises and/or inability to reserve space at the WHEB in the future.  

Renter has read and accepts the Facility Use Agreement. 


_______________________________________ 	
Renter’s Signature

[Print name]:  __________________________    	Date: ____________________________








Updated July 2021


image2.jpeg
Classroom

Boardroom

/C:)\

Banquet





image1.jpg




