HOME BUILDERS ASSOCIATION OF NORTHERN KENTUCKY 

2751 Circleport Drive

Erlanger, KY 41018
(859) 331‑9500/Fax: (859) 578‑3393

karenl@hbanky.com

FACILITY RENTAL AGREEMENT
The following conditions shall prevail for use of the HBA Events Center, Board room and other meeting rooms.
1.
HBA Members will be given priority on use of the meeting facilities. Reservations should be made as early as possible but no less than two weeks prior to the scheduled date of use.  The HBA shall have priority on use of these facilities. A $50 deposit must be submitted with a copy of the completed agreement to confirm a facility date.
**Cancellations must be made at least 48 hours in advance or renter shall be responsible for full payment.

2.
Use of the facilities should be held during regular office hours from 8 a.m. to 5 p.m.  Use of the facilities may be held later than 5 p.m., including weekends, by special request but shall conclude no later than 9 p.m.  Use of facilities shall be restricted to the reserved room(s), kitchen and restrooms.

3.
Smoking: The HBA Building is a smoke free building.  NO EXCEPTIONS.
4
Setup:
At the time of reservation the number of persons in attendance and the desired arrangement of tables 
and chairs shall be specified. One room set-up is included in the usage fee. Changes in the initial set-up may

            Require an additional charge. Sample setup arrangements are available for review.

5.
Audio/Visuals: Available HBA A/V equipment includes: Carousel slide projector, LCD projector, VCR and 
computer hookup for large screen projection and stereo sound.  Person responsible for the group shall be 
instructed on proper use of the equipment and its care. Other equipment is available from local provider at 
established rates.

6.
Lighting: Person responsible for event shall be instructed on use of the lighting equipment.

7.
Food & Beverage: Coffee and soda are available at no extra cost and is included in the rental fee.**  No outside beverage may be brought into the building without prior approval. Any requirement for food shall be specified and approved at time of reservation. Food venders are limited to HBA member companies only.  Alcoholic beverages will be permitted at the discretion of the HBA.(see addendum)
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Cleanup: Trash shall be placed in proper receptacles either in house or in the outside dumpster.

9.
Damages: Any damage beyond reasonable wear and tear shall be assessed against the party using the premises. Notice: Failure to lock the building and/or arm the building security system upon vacating the building will result in an additional $100 charge, as well as responsibility for any damage or theft that may occur as a result. Building key shall be deposited in the mail slot in front of the building after lockup. Upon submission of this agreement, the renter must provide a copy of a certificate of liability coverage for at least one million dollars, naming the HBA of Northern Kentucky as an additional insured party. A $50 refundable deposit, along with the completed rental agreement, is required to secure a specific date (s).
10.
Emergencies: Dial 911 for fire or police and notify one of the following immediately: 

Dan Dressman 384-1234 or Tracy Lefebvre, 491-0103.

11.
Rental Charges:
**Note that meetings with more than 25 persons will be charged an additional fee to cover the cost of 

cups and drinks. Meetings with 26-50 persons will be charged an additional $50. Meetings with 50 to 200 persons                   will be charged an additional $100. Meetings with over 200 persons will be charged an additional $150. 
A)
Functions of four hours or less prior to 5:00 pm ‑ $150.00; 5:00 p.m. – 9:00 p.m. on Friday - $300

B)
All day functions (8:00 a.m. ‑ 5:00 p.m.), Mon. –Fri., with food set‑up on premises - $500*



C)
All day functions (Monday.- Friday) with no food served on premises ‑ $350
D) Weekday functions (Monday thru Thursday) after 5:00 p.m. ‑ (5:00 p.m. ‑ 9:00 p.m.) ‑ $200
E) Weekends-(Saturday and Sunday) 8:00 a.m. – 5:00 p.m. - $350**; 5:00 p.m. – 9:00 p.m. - $400
F)
All food cost will be paid directly to the food provider unless you have made 





other arrangements.  *Food will not be billed to your company by the HBA*
12.
The Home Builders Association reserves the right to refuse any reservation due to excessive number of 

attendees, improper use of the facilities, security breeches, or other extenuating circumstances. 

COMPANY:                                                                                         AUTHORIZED BY: _____________________                   

SIGNATURE OF PERSON WHO WILL BE ON SITE DURING THE RENTAL  ___________________________                                      
DATE(S) ________________________________ TIME(S) REQUESTED:  ______________________________                                   

NUMBER OF PARTICIPANTS ANTICIPATED: _____                      
PHONE NUMBER:                                                   SET-UP ARRANGEMENTS: ____________________________

HBA Staff Signature _____________________ Date __________   
To be billed ________Payment amount ___________Deposit _______ (can not be billed) Amount due $ __________
Revised 5/07

