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[image: ]Pavilion Rental Application

A three hundred-dollar ($300.00) deposit is required to be submitted with this application to reserve the requested date and time. Date and time MAY NOT be reserved without a deposit.  Deposit may be returned by check within 10 business days following the event after inspection by the City Staff and keys being returned.  Keys must be returned to the City Staff the following business day after the event.  Alcohol consumption MUST be approved by the City Council.  Application for alcohol consumption MUST be 60 days prior to event. MAXIMUM CAPACITY 120 PEOPLE


	APPLICANT INFORMATION



Applicant: 							 Phone Number: 					
Address: 														
Email Address: 													
		
		☐Resident	$20 per hour	☐ Non-Resident $65 per hour 

	EVENT INFORMATION



Event Day & Date:													
Event Time: 							 to 							
Event Description: 													

☐ City of Keystone Heights Resident		
[bookmark: _Hlk218689620]	Hours		 x $20 per hour =		 + $300 Deposit =	Total : 				
										Credit card fee:			
							    Date:		Amount Paid:				
										Balance Due:				
Date of first use:			  Date of second use:		    																
☐ Private Rental Non-Resident & Businesses 			
	Hours		 x $65 per hour =		 + $300 Deposit =	Total : 				
										Credit card fee:			
							    Date:		Amount Paid:				
										Balance Due:				
☐ Civic/Non-Profit or Government Entity
	Hours 			 X $20 per hour = 				Total:					
	Hours 			 X $65 per hour = 				Credit card fee:			
	Date of First Use 				    	Date:		Amount Paid:				
										Balance Due:				

The residential rate can only be used for The City of Keystone Residents’ personal use.  Renting on behalf of a non-resident, business, or organization is not authorized with this rate.

*Residents are entitled to use the Pavilion at the resident rate for a maximum of (2) times per calendar year.  Any subsequent uses within the same calendar year will be charged at the non-resident rate of $65.00 per hour.

*Each Civic & Non-Profit organization may host one event per calendar year at the residential rate ($20.00 per hour).  Any additional events held within the same year will be at the non-resident rate of $65.00 per hour. All organizations must maintain an active credit card on file for reservations and incidental charges. 

☐ Alcohol Consumption - The consumption of alcohol is limited to within the Pavilion & deck ONLY.  Sale of alcohol is not permitted.  Any violation of the alcohol consumption terms will result in the forfeit of the applicant’s $300 deposit.  Alcohol consumption MUST be submitted and approved by the City Council 60 days prior to your event. 


☐ I have received, read and agree to comply with all RULES & REGULATIONS of the City of Keystone Height, related to the Pavilion use. 

PRINT NAME: 							DATE:						

SIGNATURE: 													


Pavilion Seating 
10- 60-inch Round Tables
7- 6ft Rectangle Tables
2- 8ft Rectangle Tables
5- Cocktail High-top Tables
6- Rectangle high-top tables with four stool seating each
80- Chairs

Square Footage
Kitchen- 196 square feet (14x14)
Front entrance- 136 square feet (8x17)
Pavilion Main Room- 1219 square feet (23x53)


Beach Pavilion Rules & Regulations
		Keys to the facility must be picked up before 3:30 pm at City Hall, the business day prior 					to rental and must be returned the following business day after the event.  Not returning the keys the 			following day after your event will result in the loss of your deposit.
		NO nails, tacks, staples, adhesives, or any related materials shall be used to display any decorations or 			signage of any kind to the structure or to any kind of city property. There shall be no tents, carports, or 			other structures erected on city property without prior permit approval.

		Walk-in refrigeration and freezer storage are NOT included with Pavilion use.

		All tables and chairs MUST be wiped clean and properly stored after being used. Sink, microwave, and 			refrigerator must be wiped clean and free from debris. Pavilion must be swept. Bathrooms must be 			cleaned.

		All litter, trash, and personal belongings MUST be removed from the facility immediately after event and 		placed in dumpster.  A key will be provided for the dumpster.  The dumpster must be locked after placing 			your trash in it.

		Cooking within the facility is PROHIBITED, there are charcoal grills provided within the beach area for 			guests use. (Guests must provide charcoal).

		If any Pavilion furniture is used on the outside deck of the Pavilion, it must be returned to its original 			place inside after your event.  Failure to do so will result in the loss of your deposit and you will be 			responsible for damages and/or replacement of items. 

		NO ALCOHOLIC BEVERAGES ARE ALLOWED UNLESS APPROVED AND PERMITTED BY 		CITY COUNCIL as stated in ORDINANCE 2022-594. Keystone Beach and Historic Pavilion are 			monitored by video cameras and will be used to determine consumption of alcoholic beverages. If it is 			determined that alcohol was on sight your deposit will not be returned.

		The City of Keystone shall be held harmless from any liability, claims, costs, damages, attorney’s fees, or 			other charges, liens, or fees of any kind or nature because of the renter or anyone associated with the 			event activities.

		Activities shall be limited to the event description as provided by the applicant in the pavilion application.

		Insurance may be required depending on the type of event anticipated and described in the application.

[bookmark: _Hlk218691675]		Failure to follow and comply with these Rules & Regulations will result in the loss of your deposit.


I, __________________________, hereby known as the “applicant” have received, read, and agree to all the above rules and regulations set forth by the City of Keystone Heights.


 Signature of Applicant:								 Date: 					

Signature of City Employee 							 Date: 					

	FOR ADMINISTRATIVE USE ONLY



Name:														

	Date:														
	Deposit Fee:												
	Rental Fee:												
	Credit Card Fee:												
	Method of Payment:											
	Total Collected:												
	Balance Due:												

	Date:														
	Previous Balance Due:										
	Credit Card Fee:												
	Method of Payment:											
	Total Collected:												

	Key #		 given to										
	Date:														

	Keys returned by:											
	Date:														

	Deposit returned to:											
	☐	Mail ~ Mailing address: 									
															
	☐	Picked up at City Hall on 									

Comments:													


We hope you had a wonderful time at your event! Please complete this checklist before returning the keys to City Hall.

☐	Remove all trash.
☐	Clean the kitchen and bathroom.
☐	Wipe down tables and chairs with multiple purpose cleaner provided under 		the kitchen sink.
☐	Sweep floors.
☐	Mop any areas that are soiled with liquids, solids or mud.
☐	All decorations removed and personal items taken with you.
☐	Thermostat reset at 75 degrees in the Summer & 70 degrees in the Winter.
☐	Tables and chairs returned to original position.
☐	Turn off sound systems, tv, lights, water and fans.
☐	Sandwich board returned to hallway in Pavilion.
☐	Pavilion deck doors and front doors locked.
☐	Report any damage to City Hall.

*Failure to follow and comply with these Rules & Regulations will result in the loss of your deposit.

									 Renter of Pavilion Signature to 										follow these Rules & Regulations

									Printed Name										
									City Hall Representative

									Date
									 Copy given to Signer



Notice Regarding Sandwich Board Use


You are welcome to use the sandwich board located inside the front doors of the Keystone Heights Historic Pavilion to notify park visitors of your private event.

Please do not write on the board.
 
When finished with your event, be sure to return the sandwich board to its place inside the Pavilion before leaving.

Failure to follow these instructions may result in loss of deposit. 


Thank you, 
City of Keystone Heights
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