Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  

RENTAL POLICIES

Historic Riverview at Hobson Grove is available for use by the community for various purposes as approved by the Hobson House Commission.  However, the mission of Riverview as an historic house museum, seeking to preserve the property and educate visitors about the Victorian era and lifestyle, shall always be the first priority.  The Hobson House Commission reserves the right to decline any rental request which it shall deem inappropriate or otherwise harmful to the property and/or image of the House.  All rental functions shall be scheduled by the Executive Director and subsequently approved by the Hobson House Commission.  Such approval may be delegated to the judgment of the Executive Director.

FUNCTIONS

Appropriate rental functions may consist of weddings, receptions, teas, picnics, wedding or baby showers, birthday or anniversary celebrations and professional photography sittings.  Other activities may be approved at the discretion of the Hobson House Commission upon recommendation of the Executive Director.

Indoor functions are limited to the public areas in the basement and should be limited to 25 persons.  No food is allowed on the upper floors of the House.  Guests will only be allowed upstairs as part of a tour accompanied by a docent or the Executive Director.

Outdoor events should always be planned with an alternate location in case of inclement weather.

TIME LIMITS

For most functions, rental times will be limited to 3 hours.  Set-up times shall be approved by the Executive Director.  Clean-up of all areas shall be completed within 2 hours of the end of the event.  After this time period the renter will be billed at ½ the hourly rental fee.

DEPOSITS/FEES

A deposit of $200 will be required to schedule the event.  This deposit may either be applied to the total fee or refunded in the case there is a 7 day notice given of cancellation.

A damage and clean-up deposit of $250 will also be required and will be refunded within one week following the event if the premises and property are left in good order. 

Events scheduled on holidays will be subject to staff schedules and may require additional fees.  A member of the staff will be on-site throughout the event.  

FOOD/CATERING

Food may be brought in for events, or the renter may elect to use the Tea and Luncheon Committee of the House.  Caterers should review the kitchen and premises prior to the event.  The kitchen has a sink, refrigerator, microwave, and stove.  However, these should be used only for last minute prep, not for the actual cooking of the food.  Catering staff should make arrangements with the Executive Director for details and time of set-up, serving, and clean-up.  

ALCOHOLIC BEVERAGES

Bowling Green City Ordinance 9-1.20 prohibits the consumption of alcoholic beverages on City property without a Special Event Liquor License, issued by the City Alcoholic Beverage Control Office.  If alcoholic beverages are to be served, this license as well as proof of liability insurance will be required.  Another option is to hire a caterer with an ABC license, certified bartenders and insurance.

PARKING

Parking is provided in the paved lot adjacent to the house.  Guests should park in this area or at the bottom of the hill.  Parking on the circular drive or in the driveway other than for a short period for unloading or loading is not allowed.  Persons improperly parking on the property will be asked to move their vehicles.  Failure to do so in a timely manner may result in forfeiture of the deposit.

TENTS, TABLES AND CHAIRS

Tents, tables, and chairs for outdoor use must be provided by the renter.  Locations for tents must be approved by the Executive Director or their representative.  Set-up times prior to the event must also be approved by the Executive Director.

If the House meeting room is being utilized, there are four round tables or four rectangular tables available, as well as 24 chairs.  Renters should provide their own linens.  

DECORATIONS

The rental area may be decorated in an appropriate manner, subject to the approval of the Executive Director.  No furniture, lawn furniture, urns, etc. may be moved without prior approval from the Executive Director, and shall be replaced immediately following the event.  Candles must either be of the electric or votive type, or have a shade, cover or hurricane.  No nails, screws, wire, double sided tape, or glue may be utilized to attach decorations.  In no instance may the following be used:  confetti, glitter, silly string, rice, popcorn, or silk petals.  

INCLUDED IN FEES

Indoor use of four banquet tables, 3 square and 4 round folding card tables, and 24 chairs.  Any other equipment is the responsibility of the renter.  Riverview is not responsible for damage or loss to non-Riverview owned property.  It is the responsibility of the renter to set up tables and chairs and to properly clean and store them following use.

Riverview has only two small restrooms.  For events exceeding thirty (30) participants, outdoor portable facilities will have to be supplied by the renter.

A separate fee schedule is attached and should be reviewed.  

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

RENTAL FEES
Effective February 2017
The rental fee is due and payable on the day of the event.  We do not invoice except in the case of damage, cleaning in excess of the damage and cleaning deposit or for overtime charges.

OUTDOOR EVENTS
Weddings only
Nonmembers:   First three hours $600; each hour thereafter $100.  Required Reservation Fee $150, refundable until thirty days before the wedding.  Damage Deposit $200, refundable if grounds are left in pristine condition.  For meeting room weddings, refer to meeting room price list.  Receptions on-site would incur additional charges. Weddings when Riverview is closed would also incur additional charges.

Members:  First three hours $475; each hour thereafter $100.  Same fees as above. 

The fees are in the form of a tax-deductible donation to the Hobson House Commission.  The fees includes use of the lawn, the exterior porches, parking lot, the basement-level meeting room, kitchen, and restrooms.  Indoor professional photography sittings in the historic portion of the house are included in the fee, and if prior to the event, shall be done by appointment only.  Only the photographer and the subjects will be allowed in the upstairs portion of the house and will be accompanied by a volunteer or staff person of Riverview.

INDOOR EVENTS
Small Parties or Professional Photography Sitting:  Due to the variety of these events, this fee is negotiable depending on the scope of the activity.  Generally the fee would be $50.00 for the first hour and $25.00 dollars per hour for any time over the first hour.  Fees are to be paid in the form of a tax deductible donation to the Hobson House Commission.

Civic, Club Meeting, and Non-Profits:  Community groups may use Riverview’s meeting room and facilities during regular working hours for a flat fee of $30, or by electing to take a group tour of the museum at the normal group rate, or by scheduling a luncheon or tea.  Space is limited to no more than 24 persons or less, and is subject to scheduling in advance.

For Profit Organizations or Individuals Selling Products:  Those persons or groups selling goods or services may rent the facilities for a minimum fee of $50.00 for the first hour and $25.00 for each additional hour.  Cleaning fees and damage deposits may be negotiated.

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

APPLICATION FOR RESERVATION OF FACILITIES
NAME______________________________________________________________________________

MAILING ADDRESS__________________________________________________________________

PHONE_____________________________________________________________________________

FACILITY WILL BE USED FOR/EVENT_________________________________________________________________________

EXPECTED NUMBER IN ATTENDANCE_______________________________________________

EVENT DATE_____________________________________EVENT TIME______________________
SET-UP TIME______________ ANTICIPATED TIME TO VACATE FACILITIES_____________

WEDDING COORDINATOR __________________________________PHONE_________________

CATERER___________________________________________________PHONE_________________

FLORIST____________________________________________________PHONE_________________

PHOTOGRAPHER____________________________________________PHONE________________

EQUIPMENT RENTAL COMPANY___________________________________________________PHONE________________


I/We hereby certify that I/We shall be personally responsible for any damage sustained by Historic Riverview at Hobson Grove, furnishings, equipment, in relation to the rental event referred to above.  I/We further agree to abide by and enforce the rules, regulations and policies of the Hobson House Commission, governing use of the facilities as printed in this document.  I/We agree to hold the Hobson House Commission, staff and employees free and harmless from any loss, damage, liability, cost or expense that may arise during or be caused by such use of Riverview at Hobson Grove.

SIGNATURE___________________________________________DATE________________________

EXECUTIVE DIRECTOR____________________________________________DATE________________________

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

INFORMATION SHEET FOR FLORIST

The rental area may be decorated in an appropriate manner, subject to the approval of the Executive Director.  No furniture, lawn furniture, urns, pots, etc. may be moved without prior approval by the Executive Director, and shall be replaced immediately following the event.  Candles must either be of electric or votive type, or have a shade, cover or hurricane.  No nails, screws, wire, double-faced tape, or glue may be utilized to attach decorations to the House or any of its fixtures.  In no case may the following be used:  confetti, glitter, silly string, rice, popcorn, or silk petals.

Following the event all decorations are to be removed immediately, and any and all waste material put in covered waste containers.

There is one all-weather outdoor hydrant located at the side porch of the House.  Please make sure that it is turned off after use.

I, __________________________________, have read these guidelines and agree to abide by the conditions for use.

_________________________________________ DATE__________________________

FLORIST NAME AND/OR EMPLOYEE 

_________________________________________ PHONE_________________________

BUSINESS ADDRESS
Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

INFORMATION FOR CATERER

Food and beverages may be brought in for events.  Caterers should review the kitchen and premises prior to the event.  The kitchen has a sink, refrigerator, microwave and stove.  However, these should be used only for last minute preparation, not for the actual cooking of the food.  Catering staff should make arrangements with the Executive Director for details and time of set-up, serving, and clean up.  

If alcoholic beverages are to be served, the City of Bowling Green requires a Special Event Liquor License, issued by the City Alcoholic Beverage Control Office (Ordinance 9-1-20). In addition, this license as well as proof of liability insurance made out to the City of Bowling Green is required.  Another option is to have your own ABC license, certified bartenders and liability insurance.  Copies of these documents will be required prior to the event.

No linens are provided.  There are some folding tables available for indoor use only.

I, _____________________________________, have read these guidelines and agree to abide by the conditions for use.

_________________________________________ DATE__________________________

CATERER NAME AND/OR EMPLOYEE 

_________________________________________ PHONE_________________________

BUSINESS ADDRESS

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

INFORMATION FOR PHOTOGRAPHER

Riverview may be used for professional photographic sittings, both indoors and out of doors.  Appointments must be scheduled in advance in order to prevent interference with tours and other events.  Only the photographer and the subject or subjects will be allowed in the upstairs portion of the house.  They must be accompanied by either the Executive Director or a volunteer.  No flash attachments may be used.  Furniture and accessories may only be moved at the discretion of the Executive Director or House representative.  

Generally the fee is $50.00 for the first hour and $25.00 per hour for any addition time over the first hour.  Fees are to be paid in advance in the form of a tax deductible donation to the Hobson House Commission.

I, ________________________________________, have read these guidelines and agree to abide by the conditions for use.

_________________________________________ DATE__________________________

PHOTOGRAPHER  NAME 

_________________________________________ PHONE_________________________

BUSINESS ADDRESS

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

INFORMATION FOR EQUIPMENT SUPPLIER

Tents, tables, chairs, portable toilets, etc. for outdoor use must be provided by the renter. Any tent covering more than 120 square feet requires a tent permit from the City of Bowling Green.  Applications may be filed on line, or at the Building Division Office, City Hall Annex, phone 393-3676.  The license fee is $73.00.  

Set up should be scheduled with the Executive Director or House representative.  Equipment should be removed as soon as possible, certainly no later than 12 hours following the end of the event.

The location of all tents, equipment, etc. must be approved by the Executive Director.

I, ____________________________________________, have read these guidelines and agree to abide by the conditions for use.

_________________________________________ DATE__________________________

EQUIPMENT SUPPLIER
_________________________________________ PHONE_________________________

BUSINESS ADDRESS

Riverview at Hobson Grove

Hobson House Commission

1100 West Main Avenue

Bowling Green, Kentucky 42101

Phone 270-843-5565  Fax 270-843-5557

CLEANING GUIDELINES

1. No furniture or accessories in the House or grounds may be moved without express approval of the Executive Director.

2. Kitchen and Basement Area should be left clean and in the manner in which it was found. No food or drinks should be left.  The stove and microwave should be left clean.  The Dishwasher should be left empty.  Counters and other surfaces should be wiped down. Garbage should be bagged and place outside in the covered containers.

3. Tables and chairs should be folded and stacked back in their original locations.

4. Restrooms should be left clean and trash emptied from wastebaskets.

5. On the grounds, trash should be picked up and disposed of in the covered trash containers. “Thrown” items (seeds, etc.) are not allowed.
6. All decorations should be removed. 

7. No adjustments should be made to the thermostat.

8. No items are to be removed from the gift shop.

I, ____________________________________________, have read these guidelines and agree to abide by the conditions for use.  I further understand that any failure to comply will result in the forfeiture of the damage deposit and may incur additional charges in order to rectify unsatisfactory clean-up.

DATE__________________________________________

2/1/2017

