Return Completed Application To:
Community Services Department - Facility Reservations Main Office
Post Office Box 19575, Irvine, CA 92623-9575 Fax: (949) 724-6608

Scan & e-mail to reservations@cityofirvine.org

Fields: (949) 724-6661
MUDD Line: (949) 724-MUDD

PUBLIC FACILITY APPLICATION AND AGREEMENT

THIS APPLICATION MUST BE SUBMITTTED 30 DAYS PRIOR TO EVENT GROUP: 123456
APPLICANT EVENT CONTACT
Organization:
Applicant Name: Event Contact:
Address: Address:
Street Street
City State Zip Code City State Zip Code
Home Tel.: () CellwWork () Home Tel.: ( ) Cel'Work: { )
E Mail Address: E Mail Address:
RESERVATION INFORMATION
FACILITY/
PARK: 1st Choice 2nd Choice
3rd Choice 4th Choice
ROOM(S)/SHELTER #:
Bounce House? YES/NO *Vendor must be approved by City of Irvine; additional fees apply
Kitchen Requested? YES/NO *Additional fees may apply HOURS
Custodial Service YES/NO *Additional fees apply MUST include set-up & clean-up
Requested?
Jan July [] Sunday Start: AM/PM
Feb Aug ] Monday
Mar Sept [] Tuesday Finish: AM/PM
Apr Oct [] Wednesday
May Nov ] Thursday Open to the public? YES/NO
Jun Dec [] Friday Admission / Donation Charged? YES/NO
[] Saturday
EVENT INFORMATION
TYPE OF EVENT: Total Attendance:
Equipment you will (If Birthday Party, please specify Age) (How many are under age 21)
provide: Requested Set-Up: *Set up will be arranged with site staff
[1DJ/Band (] Theatre Style (] Classroom Style  Catered? YES/NO
[Jsound System 0 Banquet Style Ou Shape Name of Caterer*:
[ ]Other. _ [] Banquet w/Dance/Head Table [] Square * Caterer must have an Irvine Business License
PAYMENT INFORMATION ALCOHOL PERMIT
NOTE: All fees (including deposits) will be NOTE: Additional Fees and security are required

processed at the time of application Special Event server certificate also required

Cardholder Name
Credit Card # - - - Exp. Date |Will alcohol be served? YES/NO

Signature for Card 1 |Will alcohol be sold? YES/NO

FACILITY USERS AGREEMENT:

The undersigned, both individually and on behalf of the above-named applicant, agrees to indemnify, defend and hold the City of Irvine and its officers, employees, and agents harmless and
free from any liability of any nature, including, but not limited to, liability for damage or injury to any persons or property, costs and attorney's fees, arising out of or in connection with the use of
City recreational facilities regardless of whether the City was actively or passively negligent, either solely or contributorily in connection with such liability. 1 CERTIFY THAT WE HAVE
RECEIVED AND READ THE RULES AND REGULATIONS IN THE PUBLIC RESERVATION AND FEE POLICY.. |, THE UNDERSIGNED, DO HEREBY AGREE THAT WE WILL ABIDE
BY THE POLICIES GOVERNING THE USE OF THIS FACILITY AND WILL BE RESPONSIBLE FOR ANY DAMAGES TO THE FACILITY, FURNITURE, OR EQUIPMENT CAUSED BY
OUR OCCUPANCY OF THE PREMISES. | UNDERSTAND THAT ANY VIOLATION OF THE ALCOHOL USE PERMIT POLICIES WILL RESULT IN IMMEDIATE TERMINATION OF OUR
EVENT. 1 ALSO UNDERSTAND THAT FALSIFICATION OF ANY INFORMATION RELATED TO THIS APPLICATION IS A VIOLATION OF CITY ORDINANCE #113, SUBJECT TO THE
PENALTIES STATED THEREIN.

Applicant's Signature Driver's License # Irvine Resident? YES*/NO Date
*If yes, utility bill must be provided with application

THIS RESERVATION IS VALID ONLY UPON RECE!IPT OF WRITTEN CONFIRMATION.

FOR OFFICE USE ONLY
Refund Amount ___
Date Deposit [] Dep On File Permit #
Community Services Signature Rental Fee Released Y /N By:
ADDITIONAL REQUIREMENTS Misc. Fee
Dlnsurance D Chaperones [:I Security D Alcohol Srvr Cert.| Total
(] aBc Lic. [J Bus.Lic. ] Refund/Cancel (] walk Thru
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Cancellations or changes must be received in writing from the applicant and/or event contact to Facility
Reservations. Cancellations or changes submitted to the sites will not be honored. Submit written requests
by:

¢ E-mail to reservations@cityofirvine.org;
e Faxto (949) 724-6608;

e Hand-delivery to the Civic Center: 1 Civic Center Plaza, 2" floor, Community Services, Irvine,
CA 92606; or

¢ Mail to Facility Reservations, P.O. Box 19575, Irvine, CA 92623-9575.

CANCELLATION POLICY:

Cancellations made more than 30 days prior to the event will result in a refund, less 5% of all payments
made. Cancellations or changes of facility, date, or room made fewer than 30 days before the event will
result in loss of all deposits paid. Any cancellation or change of facility, date or room made fewer than 14
days before the event will result in the loss of all fees paid, including the deposit.

CHANGES/ADJUSTMENTS:

One adjustment per application will be processed at no charge. Additional changes or revisions to an
application will be assessed a $30 processing fee per change. These changes include but are not limited to
any adjustments to time, number of attendees, etc.

The applicant and/or event contact person must be present at the event and stay for the entire time. They
are also the only persons who may request changes to the reservation.

EARLY ARRIVAL / LATE DEPARTURE:

A fee, billed to the nearest half hour, will be assessed if any member of the applicant’s party arrives early or
leaves past the reserved time. Fees are charged at 150% of the applicable hourly room rate. Category Il
and Il users will be billed at $45 per hour or the applicable room rate, whichever is higher. Groups will be
billed per room used.

Refunds or credits are not available for early departure from a scheduled reservation or for unused time.
The applicant and/or the event contact person must have a meeting at the reserved site at least 14 days
prior to the event. Caterers should also attend the site meeting. Failure to complete a site meeting could
result in cancellation and forfeiture of fees and deposits.

The City may relocate Category Il organizations to a more appropriately-sized room or location and may
modify reservation start and end times, based on actual attendance and usage.

if the facility and/or equipment are not cleaned or are damaged due to the applicant's use, the deposits paid
may be partially or totally forfeited and any additional costs will be billed to the applicant.

All clean up must be completed prior to the finish time indicated on the application.

All vendors displaying or selling items, or those providing a service in relationship to a reservation must
provide proof of a current City of Irvine Business License.

Deposits less any charges will be refunded to the applicant approximately four (4) weeks after the event.
Refunds are returned to the applicant’s credit card or by check, depending on the original form of payment.

A compiete set of policies are available online at www.cityofirvine.org.

Failure to comply with any section of the Public Facilites Reservation and Fee Policies requirements or
falsification of information is subject to the forfeiture of all deposits and fees paid.



