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HIGHLIGHT RECREATION SOLUTIONS

Mark Honberger loves speaking to Park & Recreation Associations

R and sharing what he has learned from over 30 years as an
entrepreneur in the profession. Over the last six years, Mark has
delivered over 65 Educational Sessions (and several Keynote
Addresses) for Park and Recreation Conferences around the country.

At the end of 2016, Mark moved to AZ with his family, where he
~ enjoys working on his homestead. Mark loves giving back to the
Profession and now, in addition to speaking and giving workshops,

he works with Recreation Agencies on a consulting basis through his
company, “REMARKABLE RECREATION SOLUTIONS.”

remarkablerecreationsolutions.com



Mark Honberger

REMARKABLE RECREATION SOLUTIONS (928) 278-8035
[ EDUCATIONAL WORKSHOPS ] HELL AL L
remarkablerecreationsolutions.com

* Excellent Facility Rental Management

* Partnering with Community Groups A REMARKABLE
RECREATION SOLUTIONS

* Developing Your Agency’s Brand

* Putting the “Super” back in Supervising

- Balancing Park Maintenance With Park Usage
* Tracking Performance Measures

 Revenue Generation for Parks & Recreation

« Strategic Contract Instructors

« Conducting a “Healthy Habits” Campaign

» Aligning Recreational Services with
Organizationa' Values These workshops (listed left) provide a “Nuts-And-Bolts,”

Rubber-Meets-The-Road,” type of session full of practical
“Get-It-Done-Now” types of solutions for your agency.
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EXCELLENT FACILITY
RENTAL MANAGEMENT
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AUDIENCE

PARTICIPATION

WHY IS IMPORTANT TO FOLLOW EXCELLENT
FACIILITY RENTAL PRINCIPLES?

 Increased Rental Revenue

» Create a friendlier process for your users
» Establish appropriate and defensible user fees



NEED
FOR THIS
SESSION

Revenues from excellent
Facility Rental Programs
have the capacity to help
offset the costs of other
recreation programs.



N EED Yet, this Is an area where
smaller recreation agencies

FO R TH |S can sometimes struggle.

SESSION



NEED
FOR THIS
SESSION

By applying some excellent
facility rental principles,
agencies can once again
have a Facility Rental
Program that Thrives!



TODAY'S 1) Explore excellent ideas to

ORGANIZE THE PROCESS

S ESS l O N for your Facility Rental

Reservations

OBJECTIVES



TO DAY ’ S 2) Analyze excellent ways

fo establish DEFENSIBLE

SESSION RENTAL FEES, based on

building square footage

O BJ ECT'V ES and “price-points”



TODAY'S 3) Examine a dozen rental

POLICY CONSIDERATIONS,

S ESS | O N some that you may, or

may notf, have thought of

OBJECTIVES  before
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1) ORGANIZING THE PROCESS
2) DEFENSIBLE RENTAL FEES

3) POLICY CONSIDERATIONS



735MARKAEL$
RECREATION SOLUTIONS

1) ORGANIZING THE PROCESS (x4)
2) DEFENSIBLE RENTAL FEES

3) POLICY CONSIDERATIONS
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A)Develop Quality Facility Rental Brochures
1]  You have probably already thought of this ©
) You are selling your agency, and your service
i) Be sure to use photos (worth thousand words)
Iv) Present the information in a clear and concise manner
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B) Consider using a “Flexible” Info Page System
) COVER SHEET:
a) 8.5 x 14 paper (Landscape) folded in half
o) FAQ's (Frequently Asked Questions)
c) Summary List of Rentable Facillities
d) Show how easy it is to complete the Rental Process
e) Covers items that are useful for all renters
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RENTAL FACILITIES /a

COV E R S ] e CITY OF TRACY
9 Meeting Rooms, 3 Large Indoor Spaces, Many Picnic Areas, & Outdoor Event Spaces - /// H OW T O R E N T A F AC I Ll TY

TRACY COMMUNITY CENTER:
» 950 East Street
#» Large Event Hall & 2 Meeting Rooms
»  See Information Page. "TCC”

outside

TRACY TRANSIT STATION:
» 50 E. Sixth Street
» Large Event Lobby & 3 Meeting Rooms
»  See Information Page, "TTS”

TRACY CIVIC CENTER (City Hall):
» 333 Civic Center Plaza
» Large Event Lobby & 3 Meeting Rooms
¥ See Information Fage, "CVC”

e

TSC MEETING ROOM: & —
NEED A PLACE?
» 1 Meeting Room .
¥ See Information Page. "MTG"
L
WE HAVE YOUR SPACE!
#» Large Grass Event Spaces
» Picnic Areas

R SR S TS MEETING ROOMS ~ LARGE EVENT SPACES ~ PARKS
»  See Information Page, "PRK”

-

MANY PARKS:
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OVER SHEET
Inside

It's easy to-book youwr date/!

You can hold a date for a Facility, if available, by submitting the following:

A) COMPLETED APPLICATION: Submitted in writing (Fax, Emai, or come to Office**)
B) APPLICATION FEE: Payment of $35 Mon-refundable fee.
C) DEPOSIT: Payment of applicable Security Deposit. (See Information Page for desired fadiity)

Then, by "20 days prior to your event,” you must COMPLETE the following:

D) USE FEE: Payment of Use Fee, usually a per-hour fee. (See Information Page for desired faality)
E) INSURANCE: Provide Certifiate meeting requirements. (See Information Page, "INS")

F) ADDITIONAL REQUIREMENTS: Meet any Additional Requirements, or Supplemental
Permits, placed on your event through the review process. (See fnformation Fage, "RVIW")

Once these requirements are met, you will receive your:

G) SIGNED FACILITY RENTAL PERMIT*: Must have with you during your use of facility.

*The Permit must be signed by both the Renter and a representative of the City of Tracy.  If
the above requirements are not met by the deadline, the City reserves the night to consider the
event ancalled and subject to the stated Cancellation Policy. The City also reserves the
right to cancel the contract and release the date. Payments can be made by cash, check,
or money order (payabile to the City of Tracy), ar by credit aard (MC or Visa).

*+*0FFICE: 333 Civic Center Plaza (Gty Hall) ~ FAX: (209) 831-6218 ~ PHONE: (209) 831-6200

Completing the Application

In completing your application, it may be helpful to first determine your:

+« RENTAL CLASSIFICATION: (Determined at the discretion of the Gty)
»  Non Profit Status = Groups that have obtained Federal 501(c)3 status, and @n show proof.
- ivate Status = Individuals or groups holding private events.
» Commercial Status = Companies, groups, individuals conducting business.
» Governmental Agency Status = Gov events open to all Tracy residents.

+ APPLICABLE BOOKING WINDOW: (Sec Information Page, "BKG")
« DESIRED FACILITY OR PARK: (Seelist of fadiities or ask what'’s available)
+« DESIRED RENTAL TIME: (Mustinclude Set-tipand Qean-Up Time)

> Renters may request to set-up the day prior to their event (if available), but must pay the
hourly Use Fee for all hours that either they, or their set-up, occupy the facility.

]
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Frequently Asked Questions

Here are some additional items that all renters shall be aware of:

WHAT IS THE CANCELLATION POLICY? (Seenformation Page, "BKG")

»

>
>
>

To avaid all penalties, cancellations must be in writing over 90 days prior to event.

The $35 Application Fee is non-refundable.

Percentages for Cancellation Fee are calculated and charged from Use Fees, not Deposit.
Rain Outs (active rain) at Park Rentals will not be charged a cancellation fee.

WHAT IS THE DEPOSIT USED FOR? (Al Daposits are charged prior to event)

¥

s

To cover costs for: Damages, Extra Cleaning, Lost Keys (%507, Cancellation Fees,
Falsification of information on Application, or Not adhering to permitted times.
1f Tracy Police Department (TPD) is called to any event, all deposits are forfeited.

DO I NEED A PERMIT TO USE A PARK? (See Information Pages, "PRK" & "RVW")

>

>

>

The Tracy Sports Complex and Placencia Fields are available by "Permit Only™”
All other Parks, except two above, usable on a "Arst-Come, First-Served Basis™(If not
already rented) for groups 50 or less with "Traditional Activity”. A Permit is required if:
(1) Event has over 50 people attending, or
(2) Event has Alcohol, or any “Non-Traditional” Activity. (4s Listad on "RVW")
Obtaining a Permit ensures that a Park is reserved for you, and checked by staff prior to event.

WHAT IF I HAVE ALCOHOL AT MY EVENT?

¥

>

Renter is responsible for attendee's behavior. All alcohol must have proper permits.

City Permit (with increased deposit and insurance) is required whenever Almhol s served at a
function (wedding reception, birthday party, etc.).

ABC License (Almholic Beverage Control) is required if Alcohdl is sold by any means (tidkets,
induded in admission, donations, or charging a sponsor fee).

Gty Council Approval required for events requesting to have alachol on City Streets.

WHAT OTHER THINGS REQUIRE SPECIAL PERMISSION? (Sce "RVW?)

>

¥

Health Permit (from SJ County) is required for events Serving Food to Public.

Other Items Include: Non-Cty BBQ's, Electricity, Water, Use of Parking Lots or Streets, Selling
of Ttems or Admission (Business License), Amplified Sound, Jump Houses, Tents, Booths,
Vendors, Decorations, Stages/Structures, Generators, Security, Portable Toilets, Barricades, etc.

WHAT IF EVENT DETATLS CHANGE AFTER SUBMITTING APPLICATION?

= Changing times of event may be considered as a cancellation (Per Gty Disaetion).

Renters must notify the Gity of any changes, in writing, in order to avoid falsification of
information on their Application, which results in event shutdown and forfeits their full deposit.
Renters staying after “Rental Time" on signed permit will forfeit full deposit.

>

>
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B) Consider using a “Flexible” Info Pages System
i) RENTAL DETAIL PAGES:
a) 8.5 x 11 paper (Portrait), One page per Facility
o) Covers information specific to that Rental Facility

C)
d)
e)

nsert this page inside of the COVER SHEET
nsert only those pages the user is interested in

Rental info package is now CUSTOMIZED to the user
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RENTAL
DETAIL
PAGES

TRACY

COMMUNITY CENTER

Facility Information Page
FACILITY ID#: BD003

TCC

Facility
Amel es

Use Fees**

Rental Times
must include
time needed for
both your Set-Up
and Clean-Up.

IT ISEASY TO RENT A FACILITY
(nsurance + Use Fee + Any Addition,

(835 App Fee
Reguirements

Deposit = Hold Date)
Due 20 Days Prior }

NON-PROFIT
Classification

PRIVATE
Classification

COMMERCIAL
Classification

(6,200 sf)
riSa/Sipt+
“Large Spaces” Policy
Main Hall, Both Conference Rooms. Kitchen
Restrooms, Bar or Coat Check, and Lobhy

Wesk End:* $38hr
Week Day: $38hr

Week End:* $99/hr
Week Day

Week End:* $141/hr
Week Day: $9%/hr

$400 (No
$800 (Widh A

MAIN HALL (113" x 39" (4,400 sf)
4 hows (Oaly Av an ThiFrf ¥+

Large Spaces” Palicy

250 Sitting/Dir

550 Sanding/Dancing (N 5)

30 Tables (8 2.5 ) / 20 Chairs

Dividable Room (2 Cuntains, makes 3 sections)

STAGE (450 s){{{ deep, 26" ai frant, 53" at hack)

Podium, House Speakers. Area
x 147 (2 avens, 6 Burners,

No Freezer, 2 Serving Counters)

Amenities:

Wedk End:* n'a
Week Day: $34hr

Week End:* na
Week Day: $58/hr

Week End:* nia
Week Day: $82ibr

OSIT $400 (No A
S800 (Wi

(On Week En v the “Entire Facils

T ORYB” (19 x 17°) (325sh)
A on Thir)

an
Amenities: hairs, High Cei

bles, 12 € arge Sky Light
Each has Private Cutdoor

L
atio (570 ) (30 x /%)

Week End:* nia Week End:* nla Week End:* nia
Week Day: $7/hr | Week Day: $1URr | Week Day: $15hr

DEPOSIT 5200 (No
$600 (Widh Al

(On Week Ends, on “Entire F

**Note: Additional Requirements or Permits may be placed on your rental

* Note: Week Ends start on Friday after 5 pm (All Rates are Per-Hour)

950 EAST STRI

¥¥The TCC is only available for remtals an THU

I. TRACY. CA 95376

FRI, SAT, SUN

must | CANCEL
meet the au
Requirements. For mast even
from City. (See INS Info Page)

Outdoor Patio

Large Main Hall

Lobby

Commercial Kitchen

Stage in Main Hall

Pigasant Entrance

TRACY

CIVIC CENTER
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Facility Information Page
FACILITY ID#: BD040

CVvC

Amenities

Use Fees**

‘Rental Times
must include
time needed for
both your Set-Up
and Clean-Up.

IT ISEASY
(Insurance

ENT A FACILITY:' (§35 App Fee + Depasit

T Hold Date)
Use Fee + Any Additional Requiremants

e 20 Days Prior )

NON-PROFIT
Classification

PRIVATE
Classification

COMMERCIAL
Classification

LOBBY (60° x 347) (2,040 sf)

4 hours (Nar  Public Hours**¥)

Wesk End
Wesk Day

*S$60hr | We
$40hr

¥ S105s
Week Day: $70/hr

Week End:* $150hr
Week Day: $100vhr

“Large Spaces” Palicy
3 Siing (7

Beautiful Art, 4 Lobby Benches, Marbled Floors
Room 109 & Room 203, Restrooms

No Tables/Chairs Included, No Audio/Visual
Note: “Coungil Chambers™ & “Ouidoor Area” are
not included as part of Lobby

ROOM 203 (Upstairs; (33
mum Rental 2 hours
" “Meeting Places” Policy
40 (9 Tables, seating 3 each / 40 Chairs)
Audio/Visual System {Projectar / Seren / Pod

25°) (825 sf)

Wesk End
Weck Day

* $3%hr
$25hr

Week End:* $66/hr
Week Day: $44/hr

Week End:* $4/hr
Week Day: S63/hr

5200 (No Aleohal)
600 (Wi

(24° x 227%) (528 sf)

reen, NO PROJECTOR,
Kitehenette with sink and refrigerator

Wesk End
Wesk Day

* $23hr
$15hr

Wek End:* $56hr
Week Day: $38hr

S200 (No Al
S600 (I

COUNCIL CHAMBERS (64" Diameter) (3,500 sf)

mum Rental 2 haurs (NO FOOD OR DRINK ALLOWED)
King (Wind

Wesk End
Weck Day

©$35hr
S20hr

Week End:* $84/hr | Wek End:* $120

Week Day: $56/hr | Week Day: $80hr

“Mecting Places™ Policy
200 150 Fised Seats,
Audio/Visual System {Projectar / Sercen / Podium)
Counxil Dias

No Tables)

POSIT:

5200 (No Aie
S600 (With

Stage/Fountain/Patio)

OUTDOOR AREA (Pa
Minimum Rental 4 hours

“Large Spaces” Policy
with Mini Amphitheatre, Lawn
o Tables/Chairs, No Restmams

Fountain, §

Varies
(See Information Page for

**Note: Additional Requirements andor Permits may be placed on your

*Note: Week Ends start o Fridhy after § pm

333 CIVIC CENTER PLAZA, TRACY, CA

“¥The Labhy's Public Hours are Man-Thu Sa-6p, & Every Other Fri 8a-5p

Pleasant Entrance

inuiting Patio

-
Welcoming Lobby

Form Updated on 5/2/11

Room 203




Facility
Amenities
&

Use Fees™®

'"Rental Times
must include
time nesded for
both your Set-Lip
and Clean-Up.

IT 1S EASY TO RENT A FACILITY:' (835 App Fee + Depasit = Hold Date)
{Insurance + Use Fae + Any Additional Requirements = Due 200 Days Priar )

NON-PROFIT PRIVATE
Classification Classification

COMMERCIAL
Classification

ENTIRE FACILITY (6,200 sf)

Minimum Rental: =4 hours {(nly dvailable on ThiFrSaSn ¥+

Booking (W indaw ) = “Large Spaces™ Policy

Includes: = Main Hall, Both Conference Rooms, Kitchen,
Kestrooms, Bar or Coat Check, and Lobby

Wk End:* $58hr Week End:* 599 hr
Wk Day: 338hr Week Day: %67 hr

Week End:* 514 Lhr
Week Day: 595/ hr

P PONTT: = L4 {Na Alvaball
= KA Wieh Aleahall

MAIN HALL (113" x 39%) (4,400 sf)
Minimum Rental =4 hours [y Available on ThiFr) ¥+
Booking (W indaw ) = “Large Spaces™ Policy
Max Occupancy: = 250 Sittimg/Dimmng (With Tables)
= 550 Standing/Dancing (Ve Tahies)
Amenities: =30 Tables 8 °"x 257/ 250 Chairs
= [Mvidahle Room (2 Curtains, makes 3 sections]
= STAGE (450 =0 (I deep, 267 ar frans, 53 arback)
= Podium, Howse Speakers, Screen, Back Stage Area
= BITCHEN (280 sf) 720" x £4 7 {2 ovens, 6 Burners,
Refrigeratar, Mo Freezer, 2 Serving Counters)

Week End:* nfa Week End:* n'a
Week Day: 524hr Week Day: 558

Week End:* nia
Week Diay: S8Xhr

PPN = L4l (Na Alcahall
= KA H T Al -e.l.ll.'-e.l.ll_.'

(i Week Ends, anly the “Entire Faciliny™ is availablel

CONF ROOM “A” OR “B” (19" x 17°) (325sf)

Minimum Eental: =2 hours iy Available ar ThiFr)

Booking (W imdaw i: = “Meeting Places” Policy

Max Occupancy: = 12 Na Awdio/Visual Svstem)

Amienities: = 1 Tables, 12 Chairs, High Ceilimg, Large Sky Light
= Each has Private Outdoor Patio (370 s£) 730" x 797

Wk End:* n/a Week End:* nia
Week Day: £7/hr Week Day: S11hr

Week End: * n/a
Week Day: $15/hr

PPN = L2} {Na Alcahall
= KO0 Wish Aleahall

((in Week Ends, anly the “Entire Facility ™ is available)

¥¥hote: Additonal Bequirements or Permits may be placed on your rental

¥ Mote: Week Ends start on Friday after 5 pm { All Rates are Per-Hour)

950 EAST STREET, TRACY. CA 95376

¥ & The TOC 15 only available for rentals on THLU, FEL, SAT, SUM

INVYURANCE:  Certiffeate must CANCELLATION PONICY:
meer the awtlined Inswrance ~ aver W davs prior No Penalty
Reguirements. For masy evenis, ww W61 davs prior 5% af fees
FERIEFR Can puralase IRSurance ~ 631 davs prior  75% af fees
fram Cine (See INY fnfo Page) ~ 3V davs ar less TS feey

Farm Updated on 672211




EEMARKA% :
RECREATION SOLUTIONS

C) Consider making your Rental Application a
“One-Stop-Shop” type of form

1) When to do it (Let’s talk about pros and cons)
Il) Organize a lot of info into a small space

i) Set up a “Fast Track,” for simple rentals
Iv)Clear and concise (is what we are going for)
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RENTAL
APPLICATION

FORM

(one-stop-shop

FACILITY RENTAL & EVENT PERMIT

APPLICATION

Gity of Tracy
Parks & Community Services

400 East 10" Street
Tracy, CA 95376

Telephone: (209) 831-6200
Fax: (209) 831-6218

sty Reqested)

Cheek ane:
] Bldg/Room

] Picnic Arca

] Grass Field

O City Street
O Other:

Event Hour:

Start
Time:

End
Time:

Start
Time:

Reservation (Rental) Hours:

finciiele Set-p/Clec

End
Time:

Event Date:

Event Title:

Event Contact Person:

Organization:

Event Websites (or Online Postings

Phone
Mobile:

Fax #:
Email

Address:

State:
Zip.

Estimated
Attendance:

INSTRUCTIONS: Check all that apply

[

Picnic

[ FamilyFriends

O Church
Reunion

[ Community

[ Class/Schonl

O Commercial

O Other (pectif:

[ 218 IS NOT 4
PICNTC

[ Food Sald ™
[ Foad Served
Food Oxo Foon
Beverage O Cooked on-site
O Prepared offsite
Oxoroop

21
OPENTOPUBLIC
[ Fiyers
Entertainment | o pu 0o
& e i Copy
Equipment | [ Websites or

Online Postings:

@eonide Adekes

O Mo: oMLY 8
INVITATION

; One mark per sq

£ G roup

[ Nen-Profit On;  [] School District
[ Private Citizen  [J Place of Worship
[ Commerdial [ Gavern

Concert

O Jazz / Blues

0 Rock/ Pop

[ Rap! Hip-Hop
0 Gospel/ Church
[ Country Western
O Heavy Metal

O Osher (eeifi):

[ 2S5 NOT
CoNCERT

FAST TRACK

Al

Fundraiser | Dancing | Concessions
e ) =

O Yes OYes | O hems Sold

o

[ Banquet/Dinner

[ Gradhation
Class'School

1 Oxher fopecii

O] 1S 1S NOT

Alcohol

[ Alcobol Sold
:

BC License. Ciy Permit Liguor Lisbiliy)

[ Alcahol Served/Consumed (Cigy Pemnity

« Time Alcohol is Available

om:

O NOALCOHOL
AT THIS EVENT

O Speaking

0O Singing

0O Live Instruments
DJ

O

0 Radio/cD

O Recorded Music

O Non-amplified
music anly

O NOAMPLIFIED
SOUND

=
O Generatar
Output (low):
Quantity

[ Premiscs Power

O 50 powER
NEEDED

Oso
SELLING

[ Mesting

O Traini

[ Public Forum
[ Conference
[ Business

O Prayer

O Other (specityk

[ Zis s NOT 4
MEETING

[ Deep Fat Fry
[ Cocking with
Open Flame
[ Outdoor Heater
[ Nen-Coaking
Open Flame
O o opEx
FLAME

[ N TENTS. CANOPIES,
BOOTHS, OF VENDORS

iswers are in CAPITAL LETTI

Tickets'Admission
[T Advance Sales
[ On-site Sales

Sport_
O Praciice
O Game
[ Toumament
[ Skill Assmt
O Camp
(m fapeeifi).

[ 1S 1S NOT
SPORTSACTIVITY

on back side of for

i [ Use Park BBQ Unit

| Oxoss0
AT THIS

s

O] Adults (21 s
[0 Teens (14 - 2

[ Street Event or Festival

[ Park Event or Festival

[ Show (ArTheatre Tradk)

[ Car Show Restrictions)

[ Free Specch

O Oher fspecii)

[ 1148 IS NOT 4
SPECMLIZED EVENT

preparsd o
vod Kitchen
(suchas TCC or LHSC)
+ Given ar soM 1o general public
[ Health Permit Required
(Due 20 Days Prior to Ev

[ %0, fEALTH PERMIT
ISNOT REQUIRED

[ 86 STAGES
AT THI! ENT

Temporary Structure:
o Amusements
o Arches
o Other (specific

BBQs or Cooking Trailers: (Fron

Outdoor Electrical Access: (Req. Sipy

Street Closure(s): i

#A1 D00 TVINAWA 1)

Vehicle Permit(s): dccess on Par

Animals At Event: Stvict Reswictions A
st
Signs/Decorations During Event: (Respicrions Ajp
Street Banner Hanging: (Reswictions App
Indoor Audio/ Visual Aceess: o
ist:
Channel 26 o lm event: Limised Avaidabili
Water in containers exceeding 20 gal in capacity:
(Clty water nox available: St i

Additional City Services:
List

u]
m]

0O OO0 OO0 O O00oO0oO ooo
0O OO0 00 O 0000 ooo

-
O 1 understand, that upen receipt of the
written cancellation request, the refund, if
applicable, will be prosessed as follows:
+90 Day: No Penaliy
« 8961 Days Foreit 50% of Fees
+60-31 Days Foricit 75% of Fees
« 30 Days or less = Forfeit 100% of Fess
Requires, unless atherwise stated, a
he City
1,000,000 Per Occurrence
General Liability Insurance
O Provide my own nsurance Certificate
(See Information Page. “INS")

[ Purchase the Insurance Certifica
from the City of Tracy. Note: Rates
vary based on number of Attendees
and “Risk” Level of event,

Location / Participants No Aloshol W Aleohol

Meeting Rooms O s200 OJ $600

INTERNAL USE ONLY

Large Rooms O s400 [J ss00

StreetClarre Permitiiuwy (Al Sneei Evenis, Fvesic) | [
Tent/Canopy Permit/ins pection o) Teur Vordor Flane)
Stage Permit u (Al e, Asindicated on
Generator/Electrical Permit (=11 (0w 100K

Business License (aooun) (If Selfing o Fitraisng, not Ny [
Internal Event Permit o) dernal Evenss s
Sports Field Permit (« (Fr Field Reservations)
Health Permit (Reguised i indc e o f
ADDITIONAL REQUIREMENTS

Written Auth To Acton Behalfof Org (| (4l Org
Proofof Non-Profit Status (» (AN Non Profi Orgh
Event Map (Loruvw) (Outhoor evens, Excep sinple ponic)
Nafice to Property Owners (1vs (4l et events)
Reeycling Bins (es inaie

Security (c e ruuiows

Port-APos (ermue

KM Dodical Persimadl (i hamy iy berepirdy L]
Emergency Vehicles Aceess w4 urdaor evens) | (]
(Comncil A ppraval [thuz)| i srees eveeas it atborol) | ]
Additional City Services (May be regudred et your expense) o

Limit Attendance (May be requared for your evens) | 1

SUPPLEMENTAL PERMITS REQUIRED Yes

No Dane

oooooooo

oooooooooooo

OOooooooooooo

Park 1-50(Tmd)r [0 80 -——
Park 1-50 (Noa Trady*[] $100 [J $100
Park 51-100 Ostoo Osio0
Park 101200 CIs200 0] s200
Park 201-300 O sz00 0300
Park 301 CIss00 0 $s00
Strect Event/Pande [ $500 Depasit
* Note: Traditional Activity is defined as
ing narmal park usage. Alcohol or

any thing requiring *further review”
requires Depasit for the rental.

O moL
ity Department (List Contact)
O MCYSN
OcwMo

Requires Supervisor Review & Routing, il
 Sclling ar Fundmising is 10 occur (BL)
« All Outdoor, cxeept simple picnic (Map)
+ Any Supplemental Permits Required

Please provide a written
Description of event
orany ather details that
the city may necd to know about:

INDEMNITY, HOLD HARMLESS, AND DEFENSE AGREEMENT
Permitae shall indemnily, defend, and hold hamnless the City of Tracy (including its elected officials, officers, agents, volunteers, and employees) from and
against any and all ciaims, demands, damages, liabiliies, costs, and expenses (including court costs and attomey's fees) resulting from or anising out of
Permitee’s performance of the activities permited under the Permit to which this Agreement was required as part of the application process.

1 dedlare that | am authorized to make this appiication and to agree to this Indemnity, Hold Harmiess, and Defense Agreement, and, to the best of my knowledge

and the belief, all the information given herein is true, accurate, and complete.
Agreement and understand that if this application is approved, that this agreement shall be binding upon myssif and the organization or group | represent
By signing this Agreement, | ACKNOWLEDGE THAT | HAVE BEEN AFFORDED THE OPPORTUNITY TO HAVE COUNSEL OF MY CHOOSING ADVISE ME,
AND THAT | HAVE READ AND UNDERSTAND AND VOLUNTARILY AGREE TO THIS INDEMNITY, HOLD HARMLESS AND DEFENSE AGREEMENT.

Signatue

I have read and understand the above Indemnity, Hold Harmless, and Defense




A City of Tracy
Parks & Community Semnvices

N TRACY FACILITY RENTAL & EVENT PERMIT 400 Eact 10" Sree

“-‘/]/ APPLICATION Trocy OA se7e

Telephone: (209) 831-6200
Fax: (209) 831-6218

L]

Facility/Location: *D'“ﬁ:* e Event Hours: Reservation (Rental) Hours:
{Wrire five Neore of the Faedily Rogiesredi , 'L. aam
[] Picnic Area

L Grass/ Field | Start End Start End

O Other: Time: Time: Time: Time:

{This v wdfvear vener i sty will be presensl {Frrcdaele Ser-up o= Thwe: Rearad Mindouoies Appdyl

Event Date: Event Title:

I:l i Frenve Wrirres
Asilewrizodfont fev et
et Bnefvendfenl Eive anrr 1

Event Contact Person: Organization:

Event Websites {or Online Postings):

Phone: Fax #:
Maobile: Email:

Estimated
Address: Attendance:




-

INSTRUCTIONS: Check all that ..|_|I'.|I"|r'| One mark Per sguare. FASTTRACK : All “NO" answers are in CAPITAL LETTERS. Feorm Updabed an &1/11

Statos of Groap Fondraiser | Dancing {oncessions Tickets’ Admission Participan ts
cee s . S IA C L] 3]
Classilication | [] Non-Pmfit Oz [] School District [] Advance Sales [] Adults {2 yrs +)
ol [] Private Citizen [ ] Place of Worship =3 [] ltems Sold | [] On-site Sales [] Teens {i4 - 200 vrs)
Event [] Commercial [] Government Entity [] Ne () TICKETS: [] Children {Under {4

[] Free Speech Event

Picmic Concert Party Moeeting Sports Activity Specialied Event
6] .
[] Family/Friends [] Jazz /! Blues [] Wedding Anniv. [] Meeting Sport: (] Stre L
] Church O Rock / Pop O Quinceanera O Training ] Practice [ Street Eve
] l-....unl gy ] Rap / Hip-Hop [ Birthday [ Public Forum O Game
‘ommunity [] Gospel/ Church [] Bangquet'Dinner | [] Conference [] Toumament showy AT heatre” Itade)
; [] Country 'Western [t |r|-..1L|.|L| il [] Business (] Skill As=mt (Restrictions)

] Heavy Metal I [ Praver 1 Camp
Mihe il Mihe i | O Orher (specify): (Miher

A




Food
&
Beverage

Entertainment
&
Equipment

]

[] Food Sold

[] Food Served
[ NO FOoD

[] Cooked on-site
[] Prepared offsite
O No FooD

Publicized
[al
OPEM TO PUBLIC

[] Flyers

i Mt Prowade Copv)

1 Printed Ads
i Mt Prowade Copv)

[] Websites or
Omline Postings:

(Prowed e A dress |

[] N ONLY 81
INVITATION

Alvn haol
[HM]
[] Alcohol Sold
(ARC Licange, Oy Pevaet Ligieer Lialaling

[] Alcohol Served/Consumed { Ciny Pennir)

¢ Time Alcohol 1s Available:
From: e
(Reguares Coionesd Approved (o Oy Sieers)

L NOALCOHOL
AT THIN EVENT

Amplified Sound Power Source

[®) [5]
[] Speaking [] Generator
[ Singing

Crutput { boar):
O Live Instruments | Qruantity; _
] {Fippdententend Peras
[] Radio/CD Regp o ondpuins = 10w
L] Recorded Music
L] Mom-amplified
music only

[] Premises Power
(il enresfend Peros
oy fag repil ved)

O] NOAMPLIFIED
SO

] NO POWER
NEEDED

Upen Flame
]
[] Deep Fat Frying

] Cooking with
Open Flame

] Outdoor Heater

[] Mon-Cooking
Open Flame

[ N QPEN
FLAME

] N B0

BB (oo kdng iradlers) County Health Permit
[P
[] I want to Bring
IN My OWn
BB unit
{ Sec Special Requests
aon back side of form)

# Food is propared on-side
# Mot inan approved kiichen
fraredt ey TOC o LEHEC)

# Criven or sold o general public

[] Health Permit Required
[] Use Park BBQ Unit {Due 20 Days Prior to Event)
[ N, HEALTH PERMIT

AT THIS EVENT A5 NOT RECUTREDD

Tent S Canopy [ Booth [ Vendor

(11 T
[] YES ~ Describe Size/Ouantity: City Mobile Stage (Moae-Profio Ondy)
{Suippdeneniad Pevnds may be regicined) C1Size A" 30" 214" (Reguires

[] N TENTS, CANOPIES,

[ Siee B 2 a ik Suipplenental
[] SimeC i 22" Poyppmr)
[] Bring in Manufactured Stage:
Sime:  x Height:
{Pranviae Spee fcariws widt Sgpedarainnad
Farmit) f.n'?-:'c_m."-:'.l. JI.IL'ul'-'\-!'{'II-'-'.II iy 30

SOOTHY R FENTRY

O] N STAGES
AT THIN EVENT




SPECIAL REQUESTS FROM RENTER e Cancellation Policy

[¥1] [&&]
Yes NOO Yes No | [ I understand, that upon receipt of the

Please provide a wntten

#UI 200 ' TVINAWATddS

=
*

Temporary stroctores: (D aaldioon ro e Serpe s
¢ Amusements (N allowed in Parks o Bldps)
#  Arches
o {MHher (specifv; ] ] i

BB or Cooking Urailers: (Freome Frosn Sesmteiions)
Size:

Dotd sor Electrical Aceess: (Reg. Sppdaseiral Periin
Street Closn rL‘{*.i:I: I'H-:'c_r:u."-:'.l. .ﬁ:r,--;-ﬁ'.'l.'-:'.ll.'cl." Fevndr; Fogl
Vehele Permit(s):  (Lbued decess oo Park Tiss Feey

Animals At Event: (e s Resvierions Al
List:

Sigpns’Decorations Doring Event: (Bosoiemos Agpdyd
Size:

Strect Banner Hanginge: {Resmicrimig Agpdl

Indoor AndioVisnal Access: { Linesgedd Averdbnlularyg
List:

Channel 26 to film event: { Linessead Averdnfifiiyg

WYWater in confainers exceeding 20 al in capacity:
(TR werher el ervens kelle: Siare Regicenrents Appdvl

Additional City Services: Aol Fees Appdid
Lisi:

O OO0 OO0 O ooOoo0OoOo oogodgd
O OO0 OO0 O o000 oOood
O OO OO0 O O0O0O00O OoOooo
O OO OO0 O OO0O0O0O OOOo

written cancellation request, the refund, if
applicable, will be processed as foll ows:

# 90 Days + = Mo Penalty
# BU-61 Days = Forfeit 3(P4 of Fees
# 60-31 Days = Forfeit 75% of Fees

# 30 Days or less = Forfeit 100% of Fees

Insurance Keqoirement

[ B8]
Requires, unless otherwise stated, a
Certificate of Insurance, naming the City
of Trmcy as “Additionally Insured.”
® B0 G0N iy Per Crocnrrence
Cremeral Liabalny Insurence

(] Provide my own Insurance Certificate
e dnfarmarion Page, "INYT)

[] Purchase the Insurance Certificate
from the City of Tracy. Note: Rates
vary based on number of Attendees
and “Risk™ Level of event.

e dnfarmarian Page, “INYT)

. - . v lmj
Location ! Paricipant MNo Aloohal 'WiAloshol
Meeting Rooms ] s200 [] sa00

Laree Booms L4400 LSRN

Description of event,
or any other details that
the city may need to know about:




-

INTERMNAL USE OMLY

Large Rooms E 400 E LR00

SUPPLEMENTAL PEEMITS RECHITRELD

Strect Closore Permit LW {4l Srreer Evesils, Pavamdes) i

']'L‘I:I.'t."l‘.-.'klllnp}' I‘urmit."lnsp-l:-l.'t WO | T T el Ve Flanned

Stage Permit ju) {AI simges, As fnalleated on ffongl

Generator/Electrical Permit (=) (Ourgair {0kw+/Reguesr)
Business License jasomn) (0 el o Fewdvaiang, e NP
Internal Event Permat ooy  @erernad Svenss, sl meeefings)

Sports Field Permit x

Health Permit e {Reracsreed [f Dnalie ke o fiowidd )

ADDUTIONAL BECUTREMEMN 1Y

Woritten Auth To Acton Behalf of Org (v fAdd D
Proof of Mon-Profit Statos ) (AL Mewt Prafis Ol

Event Map jLor uve) (O svenrs, Excapr sinpls piosiie)

Motice to Property (Uvwners (L) AL srreer evenrs)
Recyveling Bins (eFHinows) My B regiciredi
Securify (CEFHLMNGWE) My regpacine Bonaed Conbracr)
Port-A-Pots | £ HL naw E) l'.'I:I".'r_l |'I-'\-!'.l'-!'|:'rJ|'J.l'-!'|:II,|'

EMT — Medical Personnel (e fronawzy (M e ragired) .
Emergency Vehicles Acoess (v { AN cereloen @venis)
Council Approval (Luvz fAll sreet eventy with aleafd)
Additional City Services (Mo be reguiad af yoir expeise) |

Limit Attendance {Meryr Ber rogpicired for your sval) '

o Fiekd R-:'.'.-:'J'l.'rj'r.'.ll.'.,.'

OOooooaood

O00000000000s O00O00000

OO00O00O0O0O0D0OO0O0O0O0O g

-
&

: Yes Mo Daone

OOo0Odaooond

Z

OO00O0O0OO00O0O0O0oo0Oo0

Park 1-50{Trad)* . R ——
Park 1-50 (Non Trady*[ ] $100 L] $100

Park 51-100 O s1o0 [ $100
Park 101-200 ] #200 [J 5200
Park 201-300 [ $200 ] s300
Park 301+ L] %3500 [] %500

Street Event/Pamde  [] $5300 Depaosit

* Mote: Traditiomal Activity is defined as
being normal park wsage. Alcohol or
amything requiring **further review™
requires Deposit for the rental.

L) neo L] Mou

Hosting City Department {List Contact):
L MCYSN
O CcMO

(] DES
LJED
OFD
I FIN
[JHR
O prcs
OrD
Opw

i Hegquires Supervisar Review & Rowing, if:
i # S¢lling or Fundmising i1s to occur (BL)
" # All Outdoor, except simple picnic {Map)

« « Any Supplemental Permits Required




>}

INDEMNITY, HOLD HARMLESS, AND DEFENSE AGREEMENT
Permitee shall indemnify, defend, and hold hammless the City of Tracy (including its elected officials, officers, agents, volunteers, and employees) from and
against any and all claims, demands, damages, liabilities, costs, and expenses (including cour costs and attomey's fees) resulting from or ansing out of
Permitee’s performance of the activities permitted under the Permit to which this Agreement was required as part of the application process.
| declare that | am authorized to make this application and to agree to this Indemnity, Hold Harmless, and Defense Agreement, and, to the best of my knowledge
and the belief, all the information given herein is true, accurate, and complete. | have read and understand the above Indemnity, Hold Harmless, and Defense

Agreement and understand that if this application is approved, that this agreement shall be binding upon myself and the organization or group | represent.

By signing this Agreement, | ACKNOWLEDGE THAT | HAVE BEEN AFFORDED THE OPPORTUNITY TO HAVE COUNSEL OF MY CHOOSING ADVISE ME,
AND THAT | HAVE READ AND UNDERSTAND AND VOLUNTARILY AGREE TO THIS INDEMNITY, HOLD HARMLESS AMD DEFENSE AGREEMEMNT.

Signatums




REMARKAEBLE
RECREATION SOLUTIONS

RENTAL
APPLICATION

FORM

(one-stop-shop

FACILITY RENTAL & EVENT PERMIT

APPLICATION

Gity of Tracy
Parks & Community Services

400 East 10" Street
Tracy, CA 95376

Telephone: (209) 831-6200
Fax: (209) 831-6218

sty Reqested)

Cheek ane:
] Bldg/Room

] Picnic Arca

] Grass Field

O City Street
O Other:

Event Hour:

Start
Time:

End
Time:

Start
Time:

Reservation (Rental) Hours:

finciiele Set-p/Clec

End
Time:

Event Date:

Event Title:

Event Contact Person:

Organization:

Event Websites (or Online Postings

Phone
Mobile:

Fax #:
Email

Address:

State:
Zip.

Estimated
Attendance:

INSTRUCTIONS: Check all that apply

[

Picnic

[ FamilyFriends

O Church
Reunion

[ Community

[ Class/Schonl

O Commercial

O Other (pectif:

[ 218 IS NOT 4
PICNTC

[ Food Sald ™
[ Foad Served
Food Oxo Foon
Beverage O Cooked on-site
O Prepared offsite
Oxoroop

21
OPENTOPUBLIC
[ Fiyers
Entertainment | o pu 0o
& e i Copy
Equipment | [ Websites or

Online Postings:

@eonide Adekes

O Mo: oMLY 8
INVITATION

; One mark per sq

£ G roup

[ Nen-Profit On;  [] School District
[ Private Citizen  [J Place of Worship
[ Commerdial [ Gavern

Concert

O Jazz / Blues

0 Rock/ Pop

[ Rap! Hip-Hop
0 Gospel/ Church
[ Country Western
O Heavy Metal

O Osher (eeifi):

[ 2S5 NOT
CoNCERT

FAST TRACK

Al

Fundraiser | Dancing | Concessions
e ) =

O Yes OYes | O hems Sold

o

[ Banquet/Dinner

[ Gradhation
Class'School

1 Oxher fopecii

O] 1S 1S NOT

Alcohol

[ Alcobol Sold
:

BC License. Ciy Permit Liguor Lisbiliy)

[ Alcahol Served/Consumed (Cigy Pemnity

« Time Alcohol is Available

om:

O NOALCOHOL
AT THIS EVENT

O Speaking

0O Singing

0O Live Instruments
DJ

O

0 Radio/cD

O Recorded Music

O Non-amplified
music anly

O NOAMPLIFIED
SOUND

=
O Generatar
Output (low):
Quantity

[ Premiscs Power

O 50 powER
NEEDED

Oso
SELLING

[ Mesting

O Traini

[ Public Forum
[ Conference
[ Business

O Prayer

O Other (specityk

[ Zis s NOT 4
MEETING

[ Deep Fat Fry
[ Cocking with
Open Flame
[ Outdoor Heater
[ Nen-Coaking
Open Flame
O o opEx
FLAME

[ N TENTS. CANOPIES,
BOOTHS, OF VENDORS

iswers are in CAPITAL LETTI

Tickets'Admission
[T Advance Sales
[ On-site Sales

Sport_
O Praciice
O Game
[ Toumament
[ Skill Assmt
O Camp
(m fapeeifi).

[ 1S 1S NOT
SPORTSACTIVITY

on back side of for

i [ Use Park BBQ Unit

| Oxoss0
AT THIS

s

O] Adults (21 s
[0 Teens (14 - 2

[ Street Event or Festival

[ Park Event or Festival

[ Show (ArTheatre Tradk)

[ Car Show Restrictions)

[ Free Specch

O Oher fspecii)

[ 1148 IS NOT 4
SPECMLIZED EVENT

preparsd o
vod Kitchen
(suchas TCC or LHSC)
+ Given ar soM 1o general public
[ Health Permit Required
(Due 20 Days Prior to Ev

[ %0, fEALTH PERMIT
ISNOT REQUIRED

[ 86 STAGES
AT THI! ENT

Temporary Structure:
o Amusements
o Arches
o Other (specific

BBQs or Cooking Trailers: (Fron

Outdoor Electrical Access: (Req. Sipy

Street Closure(s): i

#A1 D00 TVINAWA 1)

Vehicle Permit(s): dccess on Par

Animals At Event: Stvict Reswictions A
st
Signs/Decorations During Event: (Respicrions Ajp
Street Banner Hanging: (Reswictions App
Indoor Audio/ Visual Aceess: o
ist:
Channel 26 o lm event: Limised Avaidabili
Water in containers exceeding 20 gal in capacity:
(Clty water nox available: St i

Additional City Services:
List

u]
m]

0O OO0 OO0 O O00oO0oO ooo
0O OO0 00 O 0000 ooo

-
O 1 understand, that upen receipt of the
written cancellation request, the refund, if
applicable, will be prosessed as follows:
+90 Day: No Penaliy
« 8961 Days Foreit 50% of Fees
+60-31 Days Foricit 75% of Fees
« 30 Days or less = Forfeit 100% of Fess
Requires, unless atherwise stated, a
he City
1,000,000 Per Occurrence
General Liability Insurance
O Provide my own nsurance Certificate
(See Information Page. “INS")

[ Purchase the Insurance Certifica
from the City of Tracy. Note: Rates
vary based on number of Attendees
and “Risk” Level of event,

Location / Participants No Aloshol W Aleohol

Meeting Rooms O s200 OJ $600

INTERNAL USE ONLY

Large Rooms O s400 [J ss00

StreetClarre Permitiiuwy (Al Sneei Evenis, Fvesic) | [
Tent/Canopy Permit/ins pection o) Teur Vordor Flane)
Stage Permit u (Al e, Asindicated on
Generator/Electrical Permit (=11 (0w 100K

Business License (aooun) (If Selfing o Fitraisng, not Ny [
Internal Event Permit o) dernal Evenss s
Sports Field Permit (« (Fr Field Reservations)
Health Permit (Reguised i indc e o f
ADDITIONAL REQUIREMENTS

Written Auth To Acton Behalfof Org (| (4l Org
Proofof Non-Profit Status (» (AN Non Profi Orgh
Event Map (Loruvw) (Outhoor evens, Excep sinple ponic)
Nafice to Property Owners (1vs (4l et events)
Reeycling Bins (es inaie

Security (c e ruuiows

Port-APos (ermue

KM Dodical Persimadl (i hamy iy berepirdy L]
Emergency Vehicles Aceess w4 urdaor evens) | (]
(Comncil A ppraval [thuz)| i srees eveeas it atborol) | ]
Additional City Services (May be regudred et your expense) o

Limit Attendance (May be requared for your evens) | 1

SUPPLEMENTAL PERMITS REQUIRED Yes

No Dane

oooooooo

oooooooooooo

OOooooooooooo

Park 1-50(Tmd)r [0 80 -——
Park 1-50 (Noa Trady*[] $100 [J $100
Park 51-100 Ostoo Osio0
Park 101200 CIs200 0] s200
Park 201-300 O sz00 0300
Park 301 CIss00 0 $s00
Strect Event/Pande [ $500 Depasit
* Note: Traditional Activity is defined as
ing narmal park usage. Alcohol or

any thing requiring *further review”
requires Depasit for the rental.

O moL
ity Department (List Contact)
O MCYSN
OcwMo

Requires Supervisor Review & Routing, il
 Sclling ar Fundmising is 10 occur (BL)
« All Outdoor, cxeept simple picnic (Map)
+ Any Supplemental Permits Required

Please provide a written
Description of event
orany ather details that
the city may necd to know about:

INDEMNITY, HOLD HARMLESS, AND DEFENSE AGREEMENT
Permitae shall indemnily, defend, and hold hamnless the City of Tracy (including its elected officials, officers, agents, volunteers, and employees) from and
against any and all ciaims, demands, damages, liabiliies, costs, and expenses (including court costs and attomey's fees) resulting from or anising out of
Permitee’s performance of the activities permited under the Permit to which this Agreement was required as part of the application process.

1 dedlare that | am authorized to make this appiication and to agree to this Indemnity, Hold Harmiess, and Defense Agreement, and, to the best of my knowledge

and the belief, all the information given herein is true, accurate, and complete.
Agreement and understand that if this application is approved, that this agreement shall be binding upon myssif and the organization or group | represent
By signing this Agreement, | ACKNOWLEDGE THAT | HAVE BEEN AFFORDED THE OPPORTUNITY TO HAVE COUNSEL OF MY CHOOSING ADVISE ME,
AND THAT | HAVE READ AND UNDERSTAND AND VOLUNTARILY AGREE TO THIS INDEMNITY, HOLD HARMLESS AND DEFENSE AGREEMENT.

Signatue

I have read and understand the above Indemnity, Hold Harmless, and Defense




REMARKA%% =)
RECREATION SOLUTIONS

D) Create a “Weekly Facility Report”

I) Clearly communicate the same information to all staff:
facility attendants, office staff, and maintfenance staff.

1) Utilize your facility booking software (if you have it) to spit
out the report.

li)|Weekly seems to be the right time frame. Example: Cut
off all rentals on Wed for the following week (Sat-Fri).



EEMARKA% :
RECREATION SOLUTIONS

SUMMARY OF IDEAS DISCUSSED:
A) Quality Brochures

B) Flexible Facility Information Pages
C)Rental Application Methods (“One-Stop-Shop™)
D) Weekly Facility Reports



735MARKAEL$
RECREATION SOLUTIONS

1) PROCESS ORGANIZATION
2) DEFENSIBLE RENTAL FEES

3) POLICY CONSIDERATIONS



REMARKAEL%
RECREATION SOLUTIONS

A) Base the fee on each building’s Square Footage
1) What is meant by “cost per square foot per hour'e

a) Take the room’s current hourly fee (assuming you charge
per hour fees) and divide by the square footage

o) Example = small meeting room at 600 square feet, that

rents for $18/hour, would be $.03 (3 cents) per square foot
per hour [$18/600=%.03]



REMARKAEL%
RECREATION SOLUTIONS

A) Base the fee on each building’s Square Footage

i) How to make the transition from a current fee structure
that is not based on square footage

a) First, determine what your current “costs per square fooft
per hour” is for all rental rooms. (use excel to do this)

L) Second, examine the results to find similarities and create
2 groups (one for large rooms, one for small rooms)




REMARKAEL%
RECREATION SOLUTIONS

A) Base the fee on each building’s Square Footage

i) How to make the transition from a current fee structure
that is not based on square footage

c) Third, for each grouping, try to land on a consistent “cost
per square foot per hour” (Use excel). Do this by testing
various dollar amounts and comparing what the market
will bear as a rental price for each room in that grouping.



735MARKAEL$
RECREATION SOLUTIONS

A) Base the fee on each building’s Square Footage

i) How to make the transition from a current fee structure
that is not based on square footage

d) Fourth, as you settle on a solid “cost per square foot per
hour” for each grouping (large rooms or small rooms), this
becomes your “Price Point” (or multiplier) for that

grouping.




735MARKAEL$
RECREATION SOLUTIONS

A) Base the fee on each building’s Square Footage

i) How to make the transition from a current fee structure
that is not based on square footage

e) Example for small meeting rooms (up to 1500 square feet)

Price (2 cents/sgft/hour) (This is the multiplier)
> Room A =400 sqg ft = $.02 g ft = $8/hour rental fee
> Room B = 1,400 sqg ft = $28/hour rental fee



EEMARKA% :
RECREATION SOLUTIONS

B) Establish Price Point Percentage Increase/Decrease
for VARIOUS CONSIDERATIONS (pertinent to agency)

1) Large Rooms vs Small Rooms
a) Set a square foot range for each grouping

o) Large Rooms = lower Cost/Saft/Hour (Price Point), yet
will still have a higher hourly fee due to room size

c) Small Rooms = Higher Cost/Sqgft/Hour (Price Poinf)




EEMARKA% :
RECREATION SOLUTIONS

B) Establish Price Point Percentage Increase/Decrease

for VARIOUS CONSIDERATIONS (p
i) Old Buildings vs New Buildings
a) Set different Price Points for eac
o) Old Buildings = Lower Cost/Sqft/
c) New Buildings = Higher Cost/Sgf

ertinent to agency)

N category
Hour (Price Point)

'/Hour (Price Point)



EEMARKA% :
RECREATION SOLUTIONS

B) Establish Price Point Percentage Increase/Decrease
for VARIOUS CONSIDERATIONS (pertinent to agency)

i) Weekend vs Weekday

a) Typically, set Weekday Price Point first, then
determine a percentage increase for the Weekend

o) Example: Weekend = 50% of Weekday, plus Weekday




EEMARKA% :
RECREATION SOLUTIONS

B) Establish Price Point Percentage Increase/Decrease
for VARIOUS CONSIDERATIONS (pertinent to agency)

IvV) Non-Profit Rate vs Private Rate vs Commercial Rate

a) METHOD 1: Set Non-Profit Price Point first, then
determine a percentage increase for Private and
then for Commercial

Example: Private = 75% of Non-Profit, plus Non-Profit




EEMARKA% :
RECREATION SOLUTIONS

B) Establish Price Point Percentage Increase/Decrease
for VARIOUS CONSIDERATIONS (pertinent to agency)

IvV) Non-Profit Rate vs Private Rate vs Commercial Rate

o) METHOD 2: Set Private Price Point first, then determine
a percentage decrease for Non-Profit, and a
percentage increase for Commercial

Example: Non-Profit = 20% discount from Private




REMARKA%% =)
RECREATION SOLUTIONS

C) Tips for success with this process
I) Utilize Excel to do the behind-the-scenes math
i) Round the end-result fees to nearest dollar

i) Involve other staff with the process

V) As you take the updated fee structure to your elected
officials for approval, know what makes this defensible:

a) Based on Square feet / Price Points / % Increases




735MARKAEL$
RECREATION SOLUTIONS

1) PROCESS ORGANIZATION
2) DEFENSIBLE RENTAL FEES

3) POLICY CONSIDERATIONS (x9)



EEMARKA% :
RECREATION SOLUTIONS

A) CANCELLATION POLICIES

1]  Many different ways to approach this fopic

i) Here is one method | found helpful = *30/60/90 Day Policy”
> Written cancelation required
> 91+ days = No Penalty
> 90-61 days = Forfeit 50% of fees
> 60-31 days = Forfeit 75% of fees
> 30 days or less = Forfeit 100% of fees



EEMARKA% :
RECREATION SOLUTIONS

B) REQUIRE AN EVENT LAYOUT

1] Evenindoors, as it helps with communication of the
event. Not needed for simple meetings

Il) Especially outdoors (park events)
a) Give them a generic map of the Park
o) Have them draw their event on the map



EEMARKA% :
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C) METHODS FOR ROOM SET UP
1) Have PT staff do it, build it into fee
i) Have event-holder (renter) do it
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D) METHODS FOR FACILITY ATTENDANTS

1) Stay with tacility for duration of event
» Attendant(s) are only able to do one event at a fime

) Check-In Renters, Visit Periodically, Be there at Close
» Aftendant is able to handle multiple rentals at once
» Use agency vehicle
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E) ALCOHOL ISSUE

1) Allow or not allow
i) Limit to certain time frames
i) Increase deposit amounts

Iv) Liquor License
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F) RENTAL OF OTHER FACILITIES: NOT BUILDINGS/PARKS
) Streets

Il) Parking Lots (base rate, plus a per slot fee, plus recovery
of agency costs, agency to determine availability)

i) Playgrounds (nope)
Iv) Courts (basketball/tennis/etc.) (leagues/tournaments)

v) Mobile Stage
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G) “SIMPLE RENTAL” VS “FURTHER REVIEW”

1] Simple Rental = Processed “while-you-wait”, All fees
paid, No missing information, Nothing in the rental
request that friggers a requirement for “further review”

II) Further Review = Any events requiring event layouts or
additional permits, outdoor rentals with more than 100
attendees, non-traditional use, applications requiring
review by other agency departments
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H) BOOKING WINDOW (“DEADLINE TO RESERVE"):

1)  Standard Policy = All rental requirements must be
completed by 20 days prior to event

) Quick Book Exception = Only for “Simple Rentals”. Must
be completed by Wed for the following week
(see Weekly Facility Report)
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) BOOKING WINDOW (“LENGTH OF BOOKING"):
) Large Rooms / Large Parks =
> 9 dates in 3 Months

> Purpose iIs to give more opportunities to the
community

> Priority given to Agency events (18 mon out),
Non-Profit Groups (12 mon out), Others (10 mon out)



REMARKA%% =)
RECREATION SOLUTIONS

) BOOKING WINDOW (“LENGTH OF BOOKING"):
1) Small Rooms = Consecutive Bookings

> As many dates needed within a calendar year

> Requests for following year, are collected in April

> May 1, these are reviewed & entered info system

> After May 1, first-come-first-served

> Payment plan available ($5 added each payment)
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Booking
Windows

lInsurance

Requirements

CITY OF TRACY
BOOKING WINDOWS

Facility Information Page
FACILITY ID# Booking

BKG

City of Trac
ks d roams

WHAT IS THE DEADLINE TO RESERVE A FACILITY?

IMUM BOOKING WINDC

A Facility Information Page

FACILITY ID#: Insurance

CITY OF TRACY

‘/// INSURANCE REQUIREMENTS INS

ANDARD POLICY
Allrental requirements {Lse Fees, lnsurances, Dey
days prior to event.” If these obligations are not met, the City re:
also reserves the rightt cancel the contract and release the date

QUICK BOOK EXCEPTION

wB\ 2” [Ln\ Prior to Event)
must be completed by

e emters it eamd o the foll amovmt o1 he fees. The € iy

(By Noon on Wednesday)

Applications for Simple Rentals” may be completed in less than “20 days prior to event”, but these rental agreements must be completed by Noan ona
aturday or later. Only “Simple Rentals” may utilize the “Quick Book™ Exceptian.

SIMPLE RENTA

These remals that can be processed while you wait. They have completed payment of all use &

information missing: and they do not require “Further Review'". They are typically the followi
3 mams); Functions {hasic gatherings, meals, or fmerals ) Small P

FURTHER REVIEW
Those rentals that require “Further Review™ (Sce Infarmation Page “RVIV”). They include
right-ofwa 3 {teen dances); Cos i

beyond designated pienic area); A

besides small pienies): £

¢ application requesting a unique u:

and deposits; they do not have
nts:

nics (park rentals within the designated picnic arca)

strets, parking lots, or public

ents (any outdoor rental that will Im\.\vn.rHlHrvwl'lu Picnicy (park rentals cxiending
fa

eequied forany audoor evere,

¢ tany application that requires review by V\H\J‘H\dq\mum\lw any application
hat can ot be completed du missing informatian, insurance certificates, ar paymest of feexideposits)

Q2A: HOW LONG CAN I RESERVE A FACILITY FOR?

“LARGE SPACES” POLIC

MAXIMUM BOOKING WINDOW (RESERVATION PRI[)RII'Y)

(9 Dates in 3 Months)
e months, but not to exceed nine
n additional period

& months from event

ICT) City Spansored P
NP} Nan-Profit Organiza

2 months from event
0 months from event

AEETING PLACES" POLICY

Bookings of Small Mecting raoms {less than 1,500 square feet) are allowed for as many dates as needed, withi

(Consecutive Bookings)

 Calendar Vear, for cither groups or

individual. Renters may book an a Morthly or Weekly basis. Payment Plans arc availsble, with a 8 Comverience Fee added 1o cach paymen

MAXIMUM BOOKING \\ INDOW (RESERVATION PRIORITY)

lected in April
First-Corme, First Served

INCLUDED FACILITL

“ICC ~ Tracy Communily Center (Room: “CVC" - Civie Center Raam
TS Tracy Transit Station (Roam: | I PRE "~ Designated Park Pienic Arc:

MTG "~ Tracy Sparts Complex (Meer

Q3: WHAT IS THE DEADLI

(CANC TION WINDOW)

CANCELLATION POLICY

(90 Days / 60 Days / 30 Days)

Cancellation penalties percentages are caleulaiod

Over 90 days priar: 90-61 days prir p—
N om the

rental fee, as agreed upan in rental contract

The $35 App Processing Fee is non-refundable.

Insurance
Requircments

Fees

INSURANCE ‘e must be prow, urance Requirements, Remters can purchase nsurance fiom Cityor
vh umber of Attendees and “Risk” Level of event. Or Renters can prov ir avin certificare of lsurance

RACY NO ALCOHOL WITH ALCOHOL

of HazardRisk) Ora 3006 Co Qu Over 3,000, Get Quote
S01-3,000 ppl: LS01-3,000 ppl:  $440.2
S01-1,500 ppl: S01-1,500 ppl
51500 pp. 2 1500 ppl:  $17667
Lsoppl $130.21 1-50ppl: - $14570

Classes, At Shows & Festivals, Auctions, Award Presentations, Business
Meztings, Banquets, Dinners, Beauty Pageants, Civie Club Mecting:
Weddings Receptions, $ eminars, Youth Gathering (See HUB Schedule)

Over 3000:  Get Quote Over 3,000:  Get Quat
13000 ppl: $526 69 L501-3,000ppl: $62994
S01-1,500 ppl: S01-1,500ppl: 8381 H

51500 ppl: 51-500 ppl
150 ppl:  $176.67 s0ppl: $192 u.

e listing. see HUB's Sch Hazard'Risk)
.m ), Dance: (Sss HU B), mmﬂ Reliic
V), Outdoor
Exhibion or Warkets o Sesial Cathonnge, Y . < HUB)

“LASS et i et o s Over3000 Gt Quo Over 3,000 Giet Quote
CLASS I (£ co e UB s Scedle of Hazod Bisk) 013000 ppl: 84986 L501-3,000ppl:  S1,159.61
11500 ppl: 835147 S01-1500ppl:  $81652
SUS00ppl $28912 1500 ppl: $36666
LS0pplk $237 1-50ppl 921

mal Shows, Carnivals (ho rdes), Cormmunity Fai, Ethnic Celebrations
Festivals, Political Rallics, Scouting lamborecs, Street Fair, Union Mesti
Zoos, Livestock Shows, Youth Gathering (See HUB Schedule)

sk All Bvents:  Get Quote All Events:  Get Quate

AGIBLE ACTIVITIES (See HUB s Schedute) All Ereatz:

5 Activitics {See HUB Schedule), Cancerts (See HUB Schedule),
Carnival Rides, Pyrotechnics, Rodeo, Boxing, Wrestling, Hockey, Contact
Karate or Contact Marital Ants, Jousting, Ballooning, Balloen Rides

PROVIDING YOUR OWN CERTIFICATE OF INSURANCE

REQUIREMENTS

The City of Tracy requires that certain uses of the facility will dictate the need for liability insurane st elaims resulting from injuries to persons or
to property, which may arise from or in connection with the renter’s use of the facility. A centificate of insurnee is ru|mrn| mnd must be
sibned twenty (20) calendar days prior to the event

The following items are required on the insurance ces
»  Insured’s name is the same as listed an facility rental applic
»  Minimum of $1,000,000 General Liability Insurance o
ment for any even)
Name The City of Tracy as “Additional Insured” *
Specify the date, time and location of the cvent
Minimum of 10 days cancellation notice
ahal, a host liquor liability cndorsement to the user’s general liability is required
a product liability endorsement to the user's general liability is required

Contificare holder;  City of Tracy | Parks & Communiy Servises Department
400 East 16° Stree
Tracy, CA 95376

(*Note: A4 Homemwners I et our requirenients)

PLEASE MAIL OR FAX THE CERTIFICATE OF LIABILITY TO!

City of Tracy
Parks & Community Services Department
400 E. 10" Street, Tracy, CA 95376

FAX: (209) 831-6218
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1) Explore excellent ideas to ORGANIZE THE PROCESS
for your Facility Rental Reservations

2) Analyze excellent ways to establish DEFENSIBLE
RENTAL FEES, based on building square footage
and “price-points”

3) Examine a dozen rental POLICY CONSIDERATIONS,
some that you may not have thought of before



EXCELLENT FACILITY REMARKABLE

RECREATION SOLUTIONS

RENTAL MANAGEMENT




Mark Honberger, Director
REMARKABLE RECREATION SOLUTIONS

REMARKABLE
(928) 278-8035 / marknrec@gmail.com RECREATION SOLUTIONS

remarkablerecreationsolutions.com
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