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CITY OF LAKE HELEN
FACILITY RENTAL REQUEST APPLICATION
PO Box 39 • 327 South Lakeview Drive • Lake Helen, Florida 32744
Phone: 386-228-2121 • Fax: 386-228-9714
POLICY
It is the policy of the City of Lake Helen to charge a rental fee, security deposit fee, and cleaning fee for the use of city facilities. The Lake Helen City Commission may approve specific individuals, clubs, groups, or organizations to use a city facility at a modified fee. A security deposit and cleaning fee are always required.
SCHEDULING
• Reservations must be made 30 days prior to the event.
• Rental fees and security deposits must be paid in full prior to booking.
• Cash or check accepted for deposits.
• Changes in reservation times must be submitted at least 30 days before the event date.
CANCELLATIONS
• Events canceled 30 or more days prior may receive a full refund or reschedule pending availability.
• Events canceled less than 30 days prior will forfeit rental and cleaning fees.
• Events may only be rescheduled one time.
FACILITY RENTAL OPTIONS
	
	Facility
	Weekday Rate
	Weekend Rate
Friday, Saturday Sunday & Holidays
	Deposit With-Out Alcohol
	Deposit With
Alcohol

	
	Hopkins Hall
	$300
	$600
	50% of rental cost
	75% of rental cost

	
	Library Use
	$150
	$200
	50% of rental cost    
	75% of rental cost

	
	Melissa Park
	$150
	$250
	50% of rental cost
	Not Allowed

	
	Blake Park Pavilion
	$75 per day
	$75 per day
	           N/A
	        N/A

	
	Macy Park Pavilion
	$75 per day
	$75 per day
	           N/A
	        N/A

	
	Melissa Park Pavilion
	$75 per day
	$75 per day
	           N/A
	        N/A

	
	New Royal Park Pavilion
	$150 per day
	$150 per day
	           N/A
	        N/A


 
Alcohol Pricing options
	                      Options
	
	     Weekday
	       Weekend 

	A) Licensed Vendor Service-License required
	20% of rental cost
	20% of rental cost

	B) Host Provided (Beer & Wine only) 
	25% of rental cost
	25% of rental cost


APPLICATION INFORMATION
Rental Date: __________________________________________(must be 30 days in advance)
Name: ________________________________________________
Address: ______________________________________________
Phone Number: ________________________________________
Email Address: _______________________________________
Description of Function: ________________________________
Estimated Attendance: _________________________________
Hopkins Hall Capacity: 150 Auditorium Style / 112 Round Tables
Melissa Park Capacity: 58 Persons
Rental Facility Hours: Weekend includes Friday, Saturday, Sunday & Holidays
8:00am to 10:00pm- This includes your set up and clean up 
Pavilion Hours: Full day rental is from park open(sunrise) to park close (sunset)
AGREEMENT & LIABILITY
I AGREE TO INDEMNIFY, HOLD HARMLESS AND DEFEND CITY, ITS OFFICERS, AGENTS AND EMPLOYEES, FROM AND AGAINST ALL LIABILITY FOR ANY AND ALL CLAIMS, LIENS, SUITS, DEMANDS, AND/OR ACTIONS FOR DAMAGES, INJURIES TO PERSONS (INCLUDING DEATH), PROPERTY DAMAGE (INCLUDING LOSS OF USE), AND EXPENSES, INCLUDING COURT COSTS AND ATTORNEY'S FEES AND OTHER REASONABLE COSTS, OCCASIONED BY THE RENTER'S OCCUPANCY OR USE OF THE PREMISES AND/OR ACTIVITIES CONDUCTED IN CONNECTION WITH OR INCIDENTAL TO THIS RENTAL AGREEMENT AND ARISING OUT OF OR RESULTING FROM THE INTENTIONAL ACTS OR NEGLIGENCE OF RENTER, ITS OFFICERS, AGENTS, EMPLOYEES, GUESTS, VISITORS OR INVITEES, INCLUDING ALL SUCH CAUSES OF ACTION BASED ON COMMON, CONSTITUTIONAL, OR STATUTORY LAW, OR BASED UPON THE NEGLIGENT OR INTENTIONAL ACTS OR OMISSIONS OF RENTER, ITS OFFICERS, AGENTS, EMPLOYEES, GUEST, INVITEES OR VISITORS.
FURTHER, CITY ASSUMES NO RESPONSIBILITY OR LIABILITY FOR HARM, INJURY, OR ANY DAMAGING EVENTS WHICH ARE DIRECTLY OR INDIRECTLY ATTRIBUTABLE TO PREMISES DEFECTS WHICH MAY NOW EXIST OR WHICH MAY HEREAFTER ARISE UPON THE PREMISES, ANY AND ALL SUCH DEFECTS BEING EXPRESSLY WAIVED BY RENTER. RENTER UNDERSTANDS AND AGREES THAT THIS INDEMNITY PROVISION SHALL APPLY TO ANY AND ALL CLAIMS, SUITS, DEMANDS, AND/OR ACTIONS BASED UPON OR ARISING FROM ANY SUCH PREMISE DEFECTS OR CONDITIONS, INCLUDING BUT NOTLIMITED TO ANY SUCH CLAIM ASSERTED BY OR ON BEHALF OF RENTER OR ANY OF ITS MEMBERS, AGENTS, EMPLOYEES, GUESTS, INVITEES, OR VISITORS.

Signature: _____________________________________
Printed Name: _________________________________
Date: _________________________________________

RULES, REQUIREMENTS & ACKNOWLEDGEMENT
Please read each rule carefully. Applicant initials are required beside each item to confirm understanding and agreement.
1. For Hopkins Hall- The Piano WILL NOT BE MOVED & will result in loss of deposit if so. Permission must be granted prior to event to use the piano. Leave the cover on and DO NOT PLACE ANYTHING ON TOP of the piano.
Applicant Initials:_________
2.No nails, tacks, staples, tape, glue, or adhesives may be used on walls, ceilings, doors, windows, or fixtures.
Applicant Initials: ________
3.No glitter, confetti, rice, birdseed, smoke machines, fog machines, or similar materials are permitted inside the facility.
Applicant Initials: ________
Decorations must be completely removed immediately following the event.
Applicant Initials: ________
User responsibility for setup and take down of tables and chairs. Tables and chairs must remain inside the facility, wiped and cleaned after use and returned to their original setup.
Applicant Initials: ________
An alcohol fee must be paid if any alcohol is present in the facility during the event. Payment of this fee does not provide the user with a license to sell alcohol. Alcohol can only be sold by a caterer or bartender with a state issued liquor license.

Applicant Initials:_________
Alcohol is not permitted at Melissa Park and any of the park pavilions!
Applicant Initials: ________
Kitchen areas, sinks, appliances, refrigerators, and counters must be cleaned after use.
Applicant Initials: ________
All trash must be bagged and placed in the designated dumpster area.
Applicant Initials: ________
Bathrooms must be left clean and free of trash and debris.
Applicant Initials: ________
Floors must be swept and mopped prior to leaving the facility.
Applicant Initials: ________
 Illegal substances, and smoking/vaping are prohibited on City property.
Applicant Initials: ________
No open flames, fireworks, sparklers, or pyrotechnics are permitted.
Applicant Initials: ________
Music and noise levels must remain respectful of surrounding residents and must end by 10:00 PM.
Applicant Initials: ________
Children attending the event must be supervised at all times.
Applicant Initials: ________
The renter is responsible for any damages caused by guests, vendors, or attendees.
Applicant Initials: ________
Facility doors and windows must be locked and secured before leaving.
Applicant Initials: ________
Keys must be returned by the next business day or additional fees may apply.
Applicant Initials: ________
The User is responsible for the conduct of participants, workers, volunteers, invitees, and guest while using the Facility.

Applicant Initials:_________

Any equipment owned and maintained by the City that is lost or stolen or damaged will be replaced at the expense of the User.

Applicant Initials:______

Failure to follow any rules may result in forfeiture of the security deposit and denial of future rentals.
Applicant Initials: ________
I acknowledge that I have read, understand, and agree to comply with all rules and requirements listed above.
Applicant Signature: ________________________________________
Printed Name: ______________________________________________
Date: ______________________________________________________
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