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 Non-Profit Entity

Facility Use Contract
	Non-Profit Information                                                                                                                


__________________________________________________________________________________   Non-Profit:  Yes  /  No    
Group or Organization  






     501(c)(3):   Yes  /  No    
_______________________________________________________________________________________  _________________________

Street Address






                                        City
______  ______________  ___________________________  ______________________________________________________________
State      Zip Code             Phone Number                                                    Email    
________________________________________________________________________  ________________________________________ 
Primary Contact (must be at least 18 years old)  
   
  
               Phone Number
   
__________________________________________________________________________  ______________________________________
Primary Contact Email                             


                           Number of Members
	Reservation Preferences


Facility Requested:     ☐ Penrose Station   ☐ Penrose Park Pavilion   ☐ Gazebo

    If you are using the Pavilion, will you require:  ELECTRICITY:   Yes  /  No      WATER:    Yes  /  No

Activity Type/Purpose of Use: ______________________________________________________________________________ 

____________________________   _________________   _________________                          Expected attendance : ______
                 Date
                        From (time)           To (time)
Will facility use be one-time only?      Yes  /   No 

-- If one time… Date of use  ____________________           Time of use: From: ______________ To: __________________
-- If use is  recurring… _____ times/week or _____ times/month        Days? _______________________________
From__________________(date) to __________________ (date)
Will the event be open to the public?  Yes  /  No      

Will you charge attendees?  Yes  /  No    If yes, briefly describe: _________________________________________

_________________________________________________________________________________________________________________

Will outside vendors be present?  Yes  /  No    If yes, briefly describe: __________________________________

_________________________________________________________________________________________________________________

	Payment Structure 


There are two payment options for non-profit entities. Please select one:

Option One: Pay a per use fee of $25 for the Penrose Station or $15 for the Pavilion or Gazebo.  
Option Two: Perform one hour of volunteer work for each use of the facility. (See Terms & Conditions) 
We commit to option _______. We anticipate providing either $_________ in fees or ___________ in service hours.

Representative’s Signature: __________________________________________________________  Date: ________________________

Office Use Only: Year End Accounting    Payment Secured: ____________   Volunteer Hours Completed: ______________
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Terms, Conditions, Release & Waiver
We, the Non-Profit Entity (“Entity”), hereby agree and acknowledge the following: 

(1) The Penrose Park & Recreation District (“PPRD”) schedules facility use requests from outside entities on a first come, first served basis. PPRD activities take precedence over all requests. All recurring reservations end the last day of each calendar year.

(2) PPRD must receive a Facility Use Contract seven (7) days prior to the requested reservation date to guarantee a review.

(3) Representatives signing on behalf of the Entity must be at least 18 years of age.

(4) Alcohol, tobacco, marijuana, or other drugs, along with glass containers, are strictly PROHIBITED.

(5) The Entity is responsible for the set-up and breakdown of tables and chairs. At the conclusion of the usage period, all tables, chairs, and decorations must be reset to their original position. 

(6) No items may be taped, stapled or otherwise affixed to the walls in the Penrose Station; however, groups may cover shadow boxes. All of the Entity’s decorations must be removed from premises.

(7) The Entity may not play loud music or engage in noisy activity after 9:00pm.

(8) At no time may the Entity allow more than 80 people in the Penrose Station. Doing so violates the Fire Code and the capacity set by the Penrose Fire Department

(9) The Entity may not bring animals into the Penrose Station without prior approval from PPRD. Animals are allowed in the Pavilion, so long as they are leashed.

(10) The Entity must clean-up the facility before leaving. Clean-up includes:

a. Wiping down tables and, where necessary, chairs;

b. Sweeping, mopping, and/or vacuuming floors;

c. Bagging all garbage and moving it to the PPRD dumpster; and

d. Turning off all faucets and lights, adjusting the thermostat (Penrose Station only), and locking all doors.

(11) The Entity must remove all personal or group property from the Penrose Park after each event. Property left will be stored in the PPRD Lost & Found for two weeks; if it is not collected, it will become the property of the PPRD. 

(12) The Entity is responsible for any damages resulting from the use of the facilities. An invoice will be sent to the Primary Contact along with photos of the damage. Failure to pay said invoice within 30 days will result in the revocation of the Entity’s Facility Use Contract and may result in the matter being sent to collections. 

(13) Entities not located in Penrose or not primarily serving Penrose residents must submit a standard Facility Use Contract and pay out-of-district fees.

(14) The Entity is not allowed to rent, sublet, or otherwise grant access of PPRD facilities to a third party. If the Entity knowingly violates this provision, they do, hereby, agree to pay the standard rates for facility rentals and understand that their Facility Use Contract may be revoked. 

(15) Entities utilizing the Non-Profit Entity Facility Use Contract must seek approval from PPRD before using the facilities to fundraise; special terms may apply.

(16) The Entity hereby expressly exempts and releases PPRD, its officers, employees and insurers from and against all liability, claims and demands on account of injury, loss, or damage, including without limitation, claims arising from property loss or damage, bodily injury, sickness, disease, or death that members of the Entity may incur as a result of its use of PPRD facilities. 

(17) If the Entity exercises the option of volunteering in lieu of paying for the facilities, the Entity as represented by one or more of its members shall complete one hour of volunteer service to PPRD within the rental year in exchange for one facility use. Said services may include, but are not limited to:

a. Assisting with the set-up, execution, and/or clean-up of PPRD events; 

b. Assisting with the maintenance of Penrose Park; and/or

c. Volunteering on a PPRD Committee.

(18) If the Entity exercises the option of offering payment, fees must be paid by the fifth of the month otherwise the Entity’s reservation may be cancelled and the facility rented to someone else. 

We, the parties referenced herein, agree to these terms and conditions.

____________________________________________________________

_______________________________________

                     Signature of Entity’s Representative




  Date
____________________________________________________________

_______________________________________

                     Signature of PPRD’s Representative




Date
Penrose Park & Recreation District, 401 Park Place, Penrose, CO 81240  ~  719.367.2832  ~  treasurer@penroseparkrec.com
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