
MCHS Rental Form: Effective 01/01/2018 
 

MANITOWOC COUNTY HSITORICAL SOCIETY 

Facility Reservation Form 

Today’s Date _________________  Please return signed facility rental form and policy with a $100.00 deposit. 

 

Date of Rental: ____________________________________________________________________________________________     

Venue of Rental: _____________________________________________________________________________________________ 

Rental Time ___________________________________________________________________________________________________ 

 

Rental Information 
Primary Contact: _________________________________________________________________________________________     

Phone: ________________________________ Email: ____________________________________________________________ 

Address: _________________________________________________________________________________________________ 

Group Name (if applicable): ________________________________________________________________________________ 

 

Rental Package 
      Hourly Package: 
The cost of a facility rental is $50 per daytime hour (from 10 am to 4 pm); and $100 per hour after-hours (available from 
4 pm to 10 pm). Facility rental fees do not include admission to the museum.    Please contact MCHS if you are 
interested in adding your group’s admission to the facility rental fee. Tables and chairs are available for rental. Non-
profit and community groups should contact the Society for special pricing and accommodations.  A chauffeured tram 
(maximum seating of 5 passengers) is available for the duration of the rental. Any set-up, decorations, or clean-up 
needs need to be completed within the rental timeframe or additional rental charges may apply. 
 
       All-inclusive Package: 
Groups may rent a facility space for an all-inclusive base price of $650 for a 4 hour time-frame during normal daytime 
operation hours (from 10 am to 4 pm), plus a 90 minute set-up/decorations time either the day before (if available) or 
before the rental base time. This includes the facility rental and museum admission for all participants. Tables and 
chairs are available for rental. Non-profit and community groups should contact the Society for special pricing and 
accommodations.  A chauffeured tram (maximum seating of 5 passengers) is available for the duration of the rental. 
Any set-up, decorations, or clean-up needs need to be completed within the rental timeframe or additional rental 
charges may apply. 
*This package is the required package for wedding rentals.  
 

Rental Venue 
Primary Rental Site: ______________________________________________________________________________________ 
Time Needed: ____________________________________________________________________________________________ 
Set-Up Notes (Please provide any details of set-up needs you will have/tables/chairs/etc): 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________ 

 
 
 
Additional Rental Site: ____________________________________________________________________________________ 
Time Needed: ____________________________________________________________________________________________ 
Set-Up Notes (Please provide any details of set-up needs you will have/tables/chairs/etc): 
_________________________________________________________________________________________________________



MCHS Rental Form: Effective 01/01/2018 
 

_________________________________________________________________________________________________________
_________________________________________________________________________________________________________ 
 
Additional Rental Site: ____________________________________________________________________________________ 
Time Needed: ____________________________________________________________________________________________ 
Set-Up Notes (Please provide any details of set-up needs you will have/tables/chairs/etc): 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________ 
 

Tables and Chairs Needed 
Tables and chairs are not included in the price of the rental but we can assist you with the rental of those items.  Tables 
and chairs may also be rented from other venues and brought in but MCHS will not be responsible for the set up and 
take down of the items.  
Tables and chairs (those typically found in the Town Hall) are available for use for rental for $1 per table and $.50 per 
chair. There are 10 wooden tables that measure 94.5 inches by 29.5 inches. There are 10 plastic 5 foot by 2 foot tables 
also available. Table coverings are not provided.  
There are 100 wooden folding chairs available for rental. 
The tables and chairs would be set up and taken down by MCHS Personnel. 
 
Tables Needed: _____________________________________________ Chairs Needed: _______________________________  
Total table/chair rental cost: _____________ 
 

Tram Service 
A chauffeured tram (maximum seating of 5 passengers) is available for the duration of the rental. Please indicate below 
if you will not need the tram service or the time duration that your guests will need the tram service: 
_________________________________________________________________________________________________________ 
 

Schedule 
Approximate Arrival Time for Set-up:  ____________________________________________________ 
Approximate Departure Time of Guests:  __________________________________________________ 
Please share further schedule information that pertains to the set-up/expected deliveries/etc for your rental: 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________ 
 

Policies and Rental Agreement 
We require that you adhere to the following guidelines. Please read each item, initial, and then sign and date the bottom of the 
agreement to show your understanding and acceptance of the Rental Policy.  
 
The rental fee for use of the __________________________ (site) on __________________________ (date) is 
$______________.  
I am renting the facility for __________ hours which includes the decoration and vendor set-up and takedown time.  
Vendors and client are not allowed in the facility earlier than this time that is rented. ____________ (please initial) 
 
I am including my deposit of $100 for the rental. I understand that the deposit is entirely non-refundable and non-
transferrable. The full rental fee is non-refundable and non-transferable if the event is canceled 30 days or less before 
the event date. ____________ (please initial) 
 
The rental fee includes: Use of the building and the area in the immediate vicinity of the rented structure and services 
of our staff to assist you during this rented time.  A golf cart tram to help transport guests is included.  ____________ 
(please initial) 
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Garbage is the responsibility of the renting party, caterer, or bar service.  Any caterer or bar service must be approved 
by Manitowoc County Historical Society staff.  Caterers or bar service used will include (please list any) 
_______________________________________________________________________________.  ____________ (please initial) 
 
The representative signing this agreement is responsible for conduct of all guests.  The renter will be responsible for 
any damages incurred to the rental building or its contents during the allotted time period. The renter agrees to 
reimburse the Manitowoc County Historical Society for any damage. ____________ (please initial) 
 
Smoking is not permitted on the site.  Guests may use the parking lot to smoke. ____________ (please initial) 
 
Rental of chairs and tables from the Manitowoc County Historical Society must be communicated at least two weeks 
before the scheduled rental date.  Rental of chairs and tables are available for use for rental for $1 per table and $.50 per 
chair. The tables and chairs would be set up and taken down by MCHS Personnel.  
 
Room layout must be communicated to the Staff one week before the event. ____________ (please initial) 
 
 
I have read, fully understand, and agree to abide by the Facility Rental Policies set forth in this agreement. 
 
Signature: ______________________________________________________________________  Date: ______________ 
 
Signature of MCHS Approval: _______________________________________________________  Date: ______________ 
 
 
 
Effective 01/01/18.  MCHS Office Use: 

Rental Fee  

Deposit Payment  

Payments Received  

Rental Updates  
 
 
 
 
 
 
 

Confirmation 

Hosts 

Tram 

 


