2012 Regulations Governing the Use of

Poplar Hill

on

His Lordship’s Kindness

for

special functions, meetings

and other approved rental uses.
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Please read carefully and fully.

Failure to abide by the regulations may result in forfeiture of the renter’s security deposit.

For information Call: 301-856-0358, or email us at: poplarhillonhlk@gmail.com
Additional information and photographs about the historic property may be found at: www.poplarhillonhlk.com/events


His Lordship’s Kindness is an historic facility owned and operated by

The John M. and Sara R. Walton Foundation, Inc.

Introduction

This manual is intended to be used as a reference guide for routine operating procedures at Poplar Hill on His Lordship’s Kindness (hereafter HLK).  

HLK rentals are limited to weddings and receptions, meetings, seminars, and small gatherings.  Fund raisers may be approved only by the Board of The John M. and Sara R. Walton Foundation on a case by case basis.  All renter’s must abide by the regulations stated within or lose the security deposit.  The John M. and Sara R. Walton Foundation, Inc., reserves the right to reject any rental request.  

*Please read the attached regulations for use, and the Letter of Agreement concerning rentals of HLK.  If you would like to rent HLK for your event, you must do the following:

1. Call the staff at HLK (301-856-2522) to confirm that the dates and times you are interested in are available.

2. Read and sign the Letter of Agreement.

3. Return the Letter of Agreement and a rental deposit of one-half of your rental fee to:

        

Poplar Hill on His Lordship’s Kindness 

Attn: Rental

7606 Woodyard Road

Clinton, MD 20735

The date and time of your rental is confirmed upon receipt of the rental deposit.  The balance of the rental fee and a security deposit of $400 must be received 45 days prior to the event.  The security deposit will be refunded after the event if no damage has occurred and the regulations have been followed.   Cancellation of an event must be made in writing at least 30 days prior to the event. If cancellation of the event becomes necessary, your rental deposit (one half of your rental fee), less an administrative fee of 20% will be returned to you, providing His Lordship’s Kindness is notified, in writing, 30 days prior to the scheduled occurrence.  Cancellation and notification less than 30 days before the event will result in the forfeiture of the entire rental deposit.  

If you have any questions or concerns, please call us, and thank you for your interest in renting His Lordship’s Kindness.







Sincerely,







The Staff of 


                                                  Poplar Hill on His Lordship’s Kindness
      


TABLE OF FEES:

CATERED DINNERS AND SPECIAL FUNCTIONS

*Includes weddings, receptions, and dinner parties.

*7 hour period within the hours 8AM to 10PM

*7 hour period includes set up, breakdown, and clean-up.

Monday through Friday (7 hours)





$800.00

Each additional hour after 10 PM




$150.00

Saturdays, Sundays and holidays (7 hours)




$950.00

Each additional hour before 10PM

            

$100.00

Each additional hour after 10PM




$150.00

*Security deposit: $400.00

*Hours may be extended on the day of the event for an additional fee.

         OTHER SPECIAL EVENTS AND PRIVATE FUNCTIONS

 2 hour minimum, 9AM - 4PM only

Monday – Friday







$75.00/hr

Saturday, Sunday and holidays





$125.00/hr

Additional Billing Information:

All items will be contracted and billed separately.  All payments must be made by check, money order, bank or certified check, 45 days prior to your event.  Any payment made 30 days or less must be made by money order or certified check.  Late payments will be accessed a $25.00 late fee.  

Checks that are returned by your bank will be charged a $50.00 fee and full payment will be required immediately in cash.  Any fees accessed to you will be deducted from your security deposit.

General Information:

Maximum capacity for functions held inside the mansion is 65 (or 45 for seated food service).   With large capacity functions outdoor use is strongly advised and encouraged.  Any event with over 65 people will not have access to bathrooms in the mansion.  Any group over 65 who need to have access to bathrooms will be required to use rental toilets.  Bridal parties (members of the wedding) will have access to bathrooms in the house and climate controlled changing rooms.  All outside rental events over 65 must use rental toilets. Under some conditions these maximum capacity numbers may be increased, but details must be discussed with and approved by the staff of HLK.  

All caterers must be licensed and insured. We reserve the right to refuse use of any caterer.  The renter/caterer must provide the following:

-Renter must provide caterer for the function.  Caterer must have appropriate insurance/liability coverage.  A copy of these forms must be given to staff at HLK 30 days prior to the event

-Personnel for outside set-up and tear-down and cleaning.  Personnel must follow Poplar Hill staff instructions

-Caterer must provide all food pre-prepared as HLK kitchen is not certified for food preparation.  The refrigerator may be used for cooling and the oven for warming as needed.  These are household-sized appliances, not commercial size.

-Linens for tables, china and silverware

-Decorating (subject to approval -Note: materials needing nails, push pins, tape, etc. will not be allowed)

-Supervision of children

-Thorough cleaning of kitchen including washing off the counter and removal of trash from the site

-Rental of your own tables and chairs 

-Bathroom facilities. A list of sanitation companies can be provided.  Parties may choose a variety of styles depending on their needs. 

-Tent (including setup and removal)

NOTE: most caterers will arrange for the above requirements, but it is the renter’s responsibility to ensure these details are arranged.  

-HLK provides:

-Names of equipment rentals companies and caterers if needed

-Supervision of set-up as designed by renter and approved by HLK staff.

-Immediate grounds surrounding the mansion

-Indoor events have first floor use, except when designated otherwise by 

HLK staff

-Changing area and restrooms for bride and groom and major wedding participants

Rules and Regulations: 

1. 
The farm pastures, stables, and horses are off limits.  The animals are private property.

2. 
The peafowl are wild animals, they are nice to look at but do not touch, feed, chase or bother them in any way.

3. 
The interior space is limited in use.  The upstairs is off limits, except as allowed by HLK staff.  The basement is completely off limits to all parties.  The kitchen may be used by the caterer for a staging and set-up area.   Exterior grounds may be used, although the cemetery and farm areas are off limits.  If there are any questions, please ask staff on duty.  You will be provided a map to fill in to provide us with a set-up plan, if we have concerns about exterior set-up, we will contact you.

4. 
Parking is limited to certain areas of the property.  We will provide you with parking locations so that you may inform your guests as to parking location.  Staff will provide signs as well.

5.  
All tents, rental tables, chairs, rental bathroom facilities, must be removed from property by the following day.  Some discretion may be allowed or required depending on conflicts with other rental parties.  Please inform staff as to time and date of deliveries and pick-ups of these items. All rental events held outdoors are required to rent secure a tent, in the event of inclement weather. The interior mansion will not be made available in the event of rain or inclement weather for events of 65 persons or more.

6. 
Please arrange for the florist and caterer to visit the site prior to the day of the event. They should make arrangements to visit during the week.  They may drop off necessary items ahead of time at times coordinated with HLK staff. In any such arrangement, staff must be notified at least one week in advance.

7. 
MAXIMUM CAPACITY FOR INTERIOR SPACE IS 65, Maximum capacity for EXTERIOR SPACE 150. This does not include HLK staff or caterer personnel.

8. 
 No rice, glitter, confetti, or birdseed may be thrown.

9. 
Caterers must hire their own personnel.  Caterer’s personnel shall set up and breakdown the event.  Caterer must leave the facilities clean and remove trash.

10. 
Alcohol may be permitted but no alcohol may be sold on HLK property without a liquor license.  HLK will not take responsibility for any accident that results from the consumption of alcohol.  If you sell alcohol, you must have a liquor license; and a copy must be in HLK files a week in advance or any resale will be prohibited.  Service to minors is strictly forbidden and will be immediately reported to the Prince George’s County Police. BRING YOUR OWN BOTTLE@ events will not be allowed. Kegs are prohibited. 

11. 
Smoking is prohibited in the house. To avoid stain damage, no red wine or red/dark juice may be served or brought into the house.

12. 
No renter will be allowed to use nails, screws, tape, wire, or any other device that might damage the facility.  All decorations must be cleared in advance.

13. 
Live and pre-recorded amplified music are allowed; however, the maximum allowable noise levels for a residential area as established by the Maryland State Noise Regulations must be adhered to.  The maximum allowable levels are:

7:00am - 10:00pm   
65 decibels

10:00pm - 7:00am
55 decibels

Dancing is permitted on the grounds.  Temporary flooring may be used on the grounds to permit dancing.

14. 
Tolerances for all electrical outlets and fixtures must be strictly observed.               

15. 
The renter will not be allowed to move or relocate any period furniture or furnishings.  House furnishings may not be moved, sat on or used without express permission of HLK staff. If the renter wishes the furnishings to be moved, please notify HLK staff.  Only HLK staff can approve moving pieces or can handle pieces.

16.  
The food and food service must be provided by a licensed caterer whose valid certificate of insurance is on file with HLK at least 30 days before rental date.  Failure to comply will result in loss of rental date and forfeiture of entire rental deposit. 

17. 
The sponsor of a reservation shall indemnify and hold harmless the John M. and Sara R. Walton Foundation and His Lordship’s Kindness from and against all actions, claims, liabilities, suits, damages, costs or expenses of any kind which may be brought or made against the John M and Sara R Walton Foundation.  The John M. and Sara R. Walton Foundation also reserves the right to require clients to provide proof of general liability insurance for any event being held at His Lordship’s Kindness.   

Poplar Hill on His Lordship’s Kindness Letter of Agreement for Use

7606 Woodyard RD

Clinton MD 20735

(301)856-2522

I/We have tentatively reserved Poplar Hill on His Lordship’s Kindness for a (type of function) __________________on_______ ______  , 2007 between the hours of _____ and _______.   Approximately  _____  people will attend this event.

This reservation will be confirmed by receipt, upon return of this letter of agreement signed by renter or an authorized official of the organization desiring to rent, and accompanied by a rental deposit in the amount of $ _____, one-half of the rental price.  The balance of $______, including  $___  _ representing the security deposit, is due 30 days prior to the rental date, by __________,_____.  The $400 will be returned, if, upon inspection of the site following your event, no damage occurred and the regulations were followed.    

If cancellation of the event becomes necessary, your rental deposit, less an administrative fee of 10% of the entire rental price ($_  __) will be returned to you, providing Poplar Hill on His Lordship’s Kindness is notified in writing 45 days prior to the scheduled event, by ______ __,_____.  Cancellation after this date will result in forfeiture of the entire deposit.

Selected caterer must be fully licensed and have a valid and current certificate of insurance on file at least 30 days before your event at Poplar Hill on His Lordship’s Kindness.  Caterer’s representative must visit prior to     _______, ___, to evaluate his responsibilities and site requirements.  If not in compliance, the event will be canceled and the rental deposit will be forfeited.  

In requesting the use of Poplar Hill on His Lordship’s Kindness, I/my organization agrees to assume full financial liability and responsibility for any and all damages to Poplar Hill on His Lordship’s Kindness or its contents while in permitted use by me, my guests or my organization and for any and all additional costs incurred by the John M. and Sara R. Walton Foundation resulting from the failure to comply with the attached list of regulations governing such permitted use.  I/my organization hereby agree to abide by the said attached list of regulations.

I/my organization shall indemnify and hold harmless the John M. and Sara R. Walton Foundation and Poplar Hill on His Lordship’s Kindness from and against all actions, claims, liabilities, suits, damages, costs or expenses of any kind which may be brought or made against the John M. and Sara R. Walton Foundation.

If the foregoing correctly states your understanding of our agreement, please sign below and return this letter of agreement with the rental deposit at your earliest convenience.

Signed:____________________________Date:__________________

Address:_____________________________________

City:_____________________  State:_____ Zip:__         E-mail:_____________   

Phone:(H)_______________________   (W)___________________________  

