
 

  

 

Event Center Rules and Guidelines 
Welcome to our space! 
Dear Renter, 

On behalf of our entire organization, welcome to OUR event center! Less than a decade 
ago, this space only had concrete floors.  Renovations since then have turned this space 
into one of the most attractive in Northern Michigan for events and educational classes. 

As a non-profit, we have slim margins that rely heavily on our community to support. This 
allows us to pass on extremely affordable rental rates to you, but also requires your 
understanding in the importance of facilities maintenance and the teamwork it takes to 
maintain such a beautiful space. 

In this simple manual, you’ll find all the information you’ll need to create success for 
yourself and for everyone that uses the event center. 

Table of Contents:  

P.1-2 Equipment & Amenities 

Rental Rates & Deposits 

 Rules & Cleaning Guidelines 

 Pictures of the space 

P.3 Need to Knows 

P.4 End of Day Checklist 

 

 

 



  1 
 

Available year-round for public and private events, Grow Benzie’s 5,000 sqft meeting 
space is used for weddings, potlucks, fundraisers, concerts, meetings and more. The 
hall can hold up to 200 people, is handicap accessible, and is fully carpeted with access 
to tables, chairs and other amenities based on availability. On the outside of the north 
end of the building there is a grassy picnic area with tables and shaded by maple and 
elm trees. The parking lot can fit a 120’ x 30’ event tent. 

Rates & Deposit 

I. Rate 
The event center is rented at $125.00 for half day and $400.00 for full day and 
includes use of the event center, restrooms, tables and chairs. Use of kitchen is 
available for $15/hour.  

II. Deposit 
An initial rental deposit of $50.00/half day rental and $100.00/full day rental 
required when scheduling your rental. This deposit guarantees cleaning of the 
facility if it is not returned in the same condition which it was found, as well as 
missing kitchen items.  Please notify Grow Benzie staff immediately if there are any 
issues with equipment use or breakage. You will be notified of any deductions to the 
deposit within 72 hours of occurrence. Deposits will be returned to the Rental when 
they have finished using the space and have decided not to schedule another rental.  

Rules 
1. Renters shall request use of the kitchen as early as possible. We schedule the 

kitchen first come, first serve basis. You can request a rental time on our Facilities 
page at growbenzie.org by completing the rental request form, or by calling at 
231.882.9510. We try our best to accommodate all renters’ reasonable requests.  

 

2. Please work to arrive at your scheduled rental time. When you arrive, please have 
with you cash or check for your rental fee, as well as a separate check with your 
deposit. If you have a conflict, rentals can be cancelled at no charge up to one week 
in advance. If rental is cancelled less than two weeks in advance the renter loses the 
deposit. Any future requests from that renter, will require a larger deposit.  
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If using the kitchen... 
1. All Renters must demonstrate a clear understanding of the sanitation principles 

listed above the dish area and must perform the proper sanitation process on Grow 
Benzie kitchen equipment.  

2. Grow Benzie will provide proper cleaning supplies. 
3. Renters must perform and fill in the “Cleaning Checklist” provided in the kitchen 

before and after each kitchen use, sign the checklist, and leave the completed 
checklist behind.  

4. If Renter fails to leave the facility in the proper condition, their initial deposit* will 
not be returned and will be used to pay for cleaning costs.  

*Please refer to the deposit section on page one for more information 
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Need to Know List 
If you cannot get into the building-- There is a key box located by the studio house, on the 

railing to the left of the door. 34590 is the code to unlock the key. Once you unlock it with 

the key please return the key to the key box.  

Lights--Switches for inside lights and fans are located by swinging kitchen door. To turn on 

outside porch lights you can find a switch near the north and west exit doors.  

Garbage--There are three cans available in the kitchen, however we urge you to use the 

minimum necessary to reduce the amount of can liners needing replaced when you clean. 

Grow Benzie has a business permit to use the single-stream bins throughout Benzie 

County, so please pack out what you can. We provide paper grocery bags you can fill with 

recyclables and take out when you leave. We encourage you to recycle.  

Thermostat--The thermostat is located by the women’s restroom. Click to heat or cool, use 

the arrows to increase or decrease temperature.  

Bathrooms-- There are men’s and women’s bathrooms located in the event center. We 

keep the bathrooms filled with toilet paper and paper towel.  

Using the kitchen--If you need to use the kitchen please specify need when scheduling your 

rental. You will need to complete the kitchen cleaning checklist at the end of your rental. 

(Look for signs in the kitchen with how-tos and more information about cleaning).  

Where to find cleaning supplies-- All cleaning supplies is located near the east entry to the 

right of the door in the kitchen. There should be multiple types of cleaning solutions and 

clean rags available. Please let us know via email if any supplies need refilling after your 

use. You can find brooms and mops to the left of the east entry. The vacuum is located in 

the maintenance closet in the kitchen.  

What to do at the end of the event--Please complete the attached cleaning checklist with 

the goal of leaving the space as you found it.  

What not to use--If using the kitchen, please be aware that caterers and businesses store 

food and personal items in the space. All items labeled with a business name should be left 

alone. You are welcome to use Grow Benzie utensils and cookware if cleaned and 

returned.  

 

If you have questions-- Please email josh@growbenzie.org or call 231-882-9510 

mailto:josh@growbenzie.org
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End of the Event Cleaning Checklist 
___Pick up all trash off tables  

*there are trash containers in the kitchen. The garbage goes in the blue bin container outside, 
down the hill near the lower parking lot garage and new can liners need to be replaced.  

___We provide paper grocery bags for recycling. Please take your recycling with you and drop off 
at any county recycling centers.  

___If tablecloths were not used please wipe down tables with bleach water 

___Please vacuum the floor and contact Grow Benzie of any stains or spills on the carpet 

___If the kitchen was used, complete kitchen cleaning checklist 

___No food was left in the refrigerator 

___Women’s bathroom lights are turned off and Men’s are left on 

___All overhead lights are turned off 

 

Please check off, sign and date each time you leave the event center! 

 

Name:___________________________________ 

Date:_______________ 

 


