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® PRESERVES Pavilion Rental Permit Application

of Cook County

PLEASE SELECT YOUR LOCATION:

D THATCHER WOODS PAVILION LOCATED ON CHICAGO AVE, BETWEEN

8030 CHICAGO AVE =
THATCHER AVE. & 15T AVE.
RIVER FOREST, IL 60305

DAN RYAN WOODS PAVILION -
8700 S. WESTERN AVE ENTER OFF WESTERN BETWEEN 87™ AND
=> 83R0 STREET. STAY TO THE RIGHT. (WALK

CHICAGO, IL 60620 DOWN GRAVEL ROAD TO PAVILION.)
MATHEW BIESZCZAT

VOLUNTEER RESOURCE CENTER LOCATED BETWEEN ELSTON & DEVON AVE,
6100 N. CENTRAL AVE ON THE EDGEBROOK GOLF COURSE
CHICAGO, IL 60646

SWALLOW CLIFF PAVILION

ILLINOIS RT 83 & US RT 45 =
PALOS TOWNSHIP, IL 60465

ROLLING KNOLLS PAVILION STAY LEFT ON ROHRSSEN RD, AS IT BECOMES

11 N. ROHRSSEN RD. => BODE RD. KEEP STRAIGHT, ENTRANCE IS ON
ELGIN, IL 60120 ROHRSSEN RD. ACROSS FROM CARDINAL DR.

LOCATED NEAR SOUTH LA GRANGE ROAD
AND CALUMET SAG ROAD

OO0 OO0

PAVILION RENTAL INFORMATION AND APPLICATION SUBMISSION

Reservations for the use of the Forest Preserves of Cook County (“FPCC”) pavilions can be made at Mathew Biesczat Volunteer
Resources Center (6100 N. Central Ave, Chicago, IL, 60646). Applicants may also email completed applications

to pavilion.rentals@cookcountyil.gov or fax to 773-792-0539. Reservations must be made at least 21 days in advance of the
requested event date. Events may be held Monday-Sunday anytime from 9:00 a.m. until 10:00 p.m. except for FPCC observed
holidays (FPCC holidays are listed on Page 2 in this application). The hours specified on your application must include set-up
and tear-down times associated with your event. Applications received are considered pending as pavilions are reserved on a
first come, first served basis. Applicant must specify on their application the total time, including the set up & take down
time. Changes made to reservations with an “Approved” status will incur a $5 change fee per change.

= Applications will be approved upon receiving: 1) Full Payment, 2) Insurance w/Endorsement, 3) Floor Plan and
4) Special use contracts/invoice, if applicable.
>

1) PAYMENT

Fees may be paid via credit/debit card (Visa or MasterCard only), cashier’s check, money order or personal checks made

payable to “Forest Preserves of Cook County”. Payments for reservations may be made:

e Online: (activenet.active.com/fpdccrecreation)

e Over the phone via credit/debit card (MasterCard or Visa only) (773) 792-0149.

e Inperson at the Volunteer Resource Center 6100 N. Central, Chicago, IL 60646 or FPCC General Headquarters located
at 536 N. Harlem Ave., River Forest, IL 60305.

e Please Note: Reservations must be a minimum of 4 hours. A $25 Application fee and 50% reservation fee
must be paid upon booking or no later than 48-hours from receipt of invoice. If no reservation and/or
application fee is received by the due date, requested date(s) will be released and the permit will be denied.
Any remaining balances, including a $100 refundable security deposit, are due 30 days before the event date.

2) INSURANCE
FPCC requires that all individuals, groups and organizations submit a Certificate of Insurance with Endorsement verifying

comprehensive General Liability. Certificates w/Endorsements must be effective starting the first date of rental, insuring
the district in the amount of $1,000,000.00 per occurrence. The Certificate and Endorsement must be submitted at
least 21 days prior to the scheduled event date and must name the applicant as the insured. The Certificate and
Endorsement must name the Forest Preserves of Cook County, 536 N. Harlem Avenue, River Forest, IL 60305 as an
additional insured. For a sample, see APPENDIX A.
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3) FLOORPLAN

A detailed floor plan must be completed and submitted for all events at least 21 days prior to the scheduled event date. An
additional $25 fee will be added to any event with more than one floor plan.

NON-PROFIT USE

Non-profit groups and organizations may qualify for a 50% discount on the hourly rental fee for qualified events. To qualify for
the 50% discount, the non-profit group or organization must attach the following items to their application at the time of
submission:

e IRS 501(c) 3 letter reflecting the Non-Profit status. An example is attached as APPENDIX B.

e  Aletter on the organization’s letterhead, describing and defining the group or organization and its purpose.
*All fees are indicated on page 5 of the application
*Security deposits, application fees and special use items are not eligible for the non-profit rate.

HOLIDAY RENTAL POLICY

All pavilions are closed on the following holidays:
e January 1st (New Year’s Day)

Easter Sunday

Thanksgiving Day

December 25t (Christmas Day)

December 31st (New Year’s Eve)

REFUND & CANCELLATION POLICY

All cancellation requests must be made in writing by the applicant. Fees such as; but not limited to, application fee, special use
items, hire-back (FPCC police) and vendor Fees are non-refundable and non-transferable. The FPCC reserves the right to cancel
the event at any Pavilion/Room at its sole discretion upon giving 24 hours’ notice to Applicant. Such notice shall be in writing
to the Applicant identified as the contact person. All cancellation requests by Applicants must be made in writing. Refunds are
provided based on the guideline below.

Rental fee refunds will be issued according to the following guidelines:

Cancellation Date (Must be received in writing) Cancellation Fee
More than 6 months 25% of total rental fee
1-6 months 50% of total rental fee
Less than 1 month 100% of total rental fee

INCLEMENT WEATHER POLICY
FPCC reserves the right to cancel any event due to poor weather and/or turf conditions prior to or on the day of an event that

may result in excessive damage to FPCC property or pose a risk to patrons. FPCC does not grant refunds to applicants for
cancellations received due to inclement weather.

MANDATORY OUTDOOR GROVE SPACE RENTALS

Facility Grove Required? Y/N Dates Required
Dan Ryan Pavilion Y April 15 - October 15th
Mathew Bieszczat (VRC) - If both rooms are Y April 15 - October 15th
reserved.
Thatcher Woods Pavilion - If both rooms are Y April 15 - October 15th
reserved.
Swallow Cliff Woods Pavilion Y April 15 - October 15th
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INTERNAL USE ONLY
Permit Administrator:

Permit #:

Received:

All applicants must be 21 years of age and must have a valid U.S. Driver’s License or State Identification to apply.
PLEASE TYPE OR PRINT CLEARLY. INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED.

Section 1 - Applicant Information (Additional fees will apply to non-residents)

First & Last Name: Date of Birth:

Applicant Address: City: State: Zip Code:
Email Address: Cell Phone: Secondary Phone:
Name of Organization: Applicant’s Role at Organization:

Organization Address: City: State: Zip Code:
Are you requesting a Non-Profit discount for your organization? CYes [INo

Section 2 - Event Information:

Name of Event (Ex. - Smith and Johnson Wedding):

Event Day On-Site Contact (If different from applicant): Cell Phone:

Total Attendance (Total attendance for pavilion and grove space must not exceed pavilion capacity):

Venue: Specific Room (See page 5 for location list):

Are you requesting the use of the grove space attached to the facility listed above? (Neote: Additional grove fees will be
automaticallyapplied based on specific location requirements. See page 2):

[es [No
Date of Event - 1st Choice: Time of Use (including setup & take down): From: To:
Date of Event - 2nd Choice: Time of Use (including setup & take down): From: To:

1. Are additional dates & times needed for set-up/tear down? [Yes (See below) [ONo

[0 Set-Up Date: Time of Use: From: To:

OTear-Down Date: Time of Use: From: To:

Section 3 - Event Features:

2. ALCOHOL SERVICE: Are you requesting permission to serve alcohol (Note: Alcohol service must end 30 minutes before the event
end time)?

LLYes | No

3. FOOD SERVICE: Are you serving food at your event? [ [Yes No Are you using a Caterer? Yes (See below) No

Name of Caterer:

4. ENTERTAINMENT: Are you requesting to have amplified sound inside the pavilion/room? OYes (See below) [No

Hours of amplified sound (Note: Amplified sound must end 30 minutes before event end time): From: To:
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Are you planning to provide live entertainment as a feature of your event? [IYes (See below) [INo

Description:

CORPORATE SPONSORSHIP: Will your event include sponsors that will make either in-kind or monetary contributions to
the event? [Yes (See below) [ONo

Description:

SIGNAGE: Are you planning to have signage at your event? (Note: Signage plans must be submitted to FPCC for approval):
OYes ONo

5. ADVERTISMENT: Will your event be publicly advertised? [Yes (Provide web address below and/or attach samples of advertising
material) [INo

Web address:

Provide a detailed description of your event. Document(s) with this information or other materials describing this
event may be attached.

6. SPECIAL USE: Will your event include any special use items? OOYes (See below) CONo

Section 4 - Special Use Items ($10 per item fees apply to all specials use items placed in the grove space)

Special Use items include, but are not limited to, the items listed below.

PLEASE NOTE:
The items below may be operated between the hours of 10 a.m. and 6 p.m. only or at least (2) hours before sunset.
Documentation listed below must be submitted no less than 21 days before event date.
= Certificate of Liability Insurance and Endorsement submitted must cover all items requested. (see pages 9 - 10
for examples)

= Ifitems are rented, a rental contract or receipt from each vendor must be submitted.
Special Use Item Qty. Details

Amplified Equipment (If placed in grove ODJ OStereo/iPod/MP3 [JLive Band [Other (specify):

space)
Canopy Tent (larger than 10x10) Size?
On-site Catering/Grilling: Size?

Generator(s) (Electricity from pavilion may

not be used to power any special use items) isieelifa:
Inflatable(s) List:
Snack Machine: popcorn, cotton candy, etc. List:
Stage/Platform Size?
Other (Ex. Photo Booth): List:
Total Items: X $10
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PAVLION FEES

Please Note: All changes to the event must be made at least 21 days before the event. A change fee of $5.00 will be applied to
any changes requested after the approval of the permit as well as a $25 late fee. Requests made less than 21 days may be subject
to a denial.

DAN RYAN PAVILION

PAVILION/ROOM CAPACITY RESIDENT NON-RESIDENT
Monday - Thursday 120 $77/Hr. [ ] $102/Hr. [ ]
Friday-Saturday-Sunday 120 $102/Hr. | ] S128/Hr. |

MATHEW BIESCZAT VOLUNTEER RESOURCE CENTER

Classroom

PAVILION/ROOM CAPACITY RESIDENT NON-RESIDENT

VRC Community Room
Monday - Thursday 100 $66/Hr. | | $92/Hr. | |
Friday-Saturday-Sunday 100 $87/Hr. ] $112/Hr. [ ]

West Room

Monday - Thursday 40 $20/Hr. [ | $51/Hr. | |
Friday-Saturday-Sunday 40 $36/Hr. || $71/Hr. | ]
THATCHER WOODS

PAVILION/ROOM CAPACITY RESIDENT NON-RESIDENT

East Room
Monday - Thursday 80 $77/Hr. | ] $102/Hr. [ ]
Friday-Saturday-Sunday 80 $102/Hr. [ | $128/Hr. [ ]

Monday - Thursday 40 $61/Hr. | | $92/Hr. | |
Friday-Saturday-Sunday 40 $92/Hr. [ ] $117/Hr. [ ]
Rolling Knolls

PAVILION/ROOM CAPACITY RESIDENT NON-RESIDENT

Large Room
Monday - Thursday 100 $77/Hr. [ ] $102/Hr. [ ]
Friday-Saturday-Sunday 100 $102/Hr. | ] $128/Hr. [ ]

PPN s S S
Monday - Thursday 25 $20/Hr. [ | $51/Hr. [ |
Friday-Saturday-Sunday 25 $36/Hr. [ | $71/Hr. [ ]

SWALLOW CLIFF PAVILION

PAVILION/ROOM CAPACITY RESIDENT NON-RESIDENT
Monday - Thursday 40 $46/Hr. [ | $71/Hr. [ ]
Friday-Saturday-Sunday 40 $66/Hr. | | $92/Hr. | |

ADDITIONAL FEES

Outdoor Event Space (Resident) - $61 |:| Outdoor Event Space (Non-Resident) - $67 \_

Additional Floor Plans - $25/per change |_ Special Use Items - $10/peritem |
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Security Deposit Refund

Deposits paid via cash or check will be mailed a check to the name and address listed below. Failure to provide
information will result in delay of refund processing.

Name of Payee or Organization: Attention:
Street Address: Apt/Unit/Suite:
City: State: Zip Code:

Waiver and Signature

By signing this Pavilion Rental Permit Application, [ acknowledge that I have read and agree to abide by all FPCC permit
rules, regulations and ordinances, including the cancellation policy. I also agree that I am solely responsible for the actions
and conduct of my guests, invitees, participants, spectators, contractors and for assuring compliance with all permit rules,
regulations and ordinances pertaining to my permit. I understand and agree that my security deposit shall be forfeited for
any violation of this agreement.

[ hereby assume all responsibility for and agree to defend, indemnify, save and hold harmless, the FPCC, its officers,
employees, volunteers, contractors and agents against any losses, claims, damages, liabilities, actions, suits, proceedings,
costs or expenses that they may suffer, incur or sustain or for which it or they may become liable as a result of, arising out of
or relating to any negligence or intentional misconduct by myself as Applicant, and any guests, invitees, participants,
spectators, including any officers, employees, contractors, agents or persons under a sponsoring organization’s control in
connection with this permit. My obligation to indemnify the FPCC shall survive the expiration of this permit.

I do solemnly swear that answers given and statements made on this application are full and true to the best of my
knowledge. | am 21 years of age or older and [ have read the terms and conditions set forth in this document and agree to
abide by them.

Signature of Applicant: Date:
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PAVILION RULES AND REGULATIONS

APPLICANT’S RESPONSIBILITIES

SET-UP/TEAR-DOWN

e Applicants will be provided with parking placards for event attendees and for vendors, which must be placed
immediately in the vehicles upon arrival, if applicable. Parking placards are only valid for the date(s) displayed on the
front of the placard. Placards are assigned to applicants based on the attendance listed on the approved reservation.

e Applicants are approved to drive vehicles to the Pavilion and park in designated areas, to load and unload equipment
15 minutes prior to and after the event. Any arrival to the venue before the scheduled time of the event will
result in an additional charge or denial of entry.

e Additional set-up/tear-down must be requested prior to event date, additional fees will apply. Storing of equipment
and/or decorations must be requested in advance and will be charged set-up/tear-down fees.

e Applicants are not allowed to move any FPCC property (i.e., tables and chairs). Moving of tables must be approved and
completed by the assigned Event Aide or laborer. Any floor plan changes the day of the event will result in additional
fees or denial of request.

e  All decorations and equipment brought on FPCC property must be completely removed off premises at the end of each
event.

e Kitchen area must be clean and clear of food; wipe off all counters and appliances, turn off all equipment, pick up all
trash and place in the trash receptacles. Staff will empty the trash before, during and after events.
e All amplified equipment, including DJ’s, iPods, bands, etc. must be turned off 30 minutes prior to the event end time.

e All food and drink service must end 30 minutes prior to the event end time.

FPCC EVENT SUPERVISION

e Prior to the event, tables and chairs will be set up according to the approved floor plan submitted.

e An Event Aide/monitor will be present the full duration of all events. The Event Aide/monitor’s responsibility will
consist of assisting with minimal floor changes (complete changes to approved floor plans will incur an additional fee
and/or possible denial of request), monitoring the event, inspecting the pavilion before, during and after the event, as
well securing the facility when the event has concluded.

RULES FOR PAVILION/ROOM

e Applicants are only granted the right to occupy the reserved Pavilion/Room. FPCC does not grant exclusive use of the
preserves in their entirety. Applicants may acquire additional grove space adjacent to pavilions, but may not deny
smaller groups access to the preserve or parking lots.

e The use of industrial size appliances (i.e., coffee makers) are strictly prohibited.

e Driving/parking outside of the designated roadways and parking lots are strictly prohibited. FPCC does not
guarantee access to any parking spaces, as all parking is open to the public, even during permitted events.

e No guns, knives, firecrackers, firearms or weapons of any kind are allowed on any FPCC property, including the
Pavilion/Room.

Volunteer Resource Center 6100 N. Central Ave., Chicago, IL 60646 e (P) 773-792-0149 e (F) 773-792-0539
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PAVILION RULES AND REGULATIONS CONTINUED

No equipment may be brought on district property without prior written approval from the FPCC. Examples include
electrical equipment or lighting, musical instruments, platforms, barbecues, props, etc. Designated areas for grilling
will be identified by FPCC staff.

Prohibited items include, but are not limited to; tacks, nails, staples, rice, birdseed, glitter, silly string, confetti, mylar
balloons, sidewalk chalk, putty, candles (inside and outside), propane tanks (inside the pavilion), and hot plates.

Only freestanding decorations and double side scotch tape are permitted. Do not affix anything to ceiling, walls, doors,
windows or floor.

Banners and/or signage placed on FPCC entrance signs are strictly prohibited.

No FPCC amenities (utilities, tables, chairs etc.) may be transferred or removed from inside the pavilion.
Children must be supervised at all times.

Except for service animals, live animals are prohibited from entry to the pavilions.

Alcohol may be consumed on FPCC property by visitors of legal drinking age. However, consumers must produce
adequate ID for proof of age upon request.

The use of all tobacco products is prohibited within the Pavilion/Room or within fifteen (15) feet of the entrance to
the facility. All pavilions are considered non-smoking facilities.

Glass bottles are prohibited outside of the pavilions.

Contact information for the FPCC Pavilion/Room Rental Program:
6100 N. Central Ave, Chicago, IL, 60643
Phone: 773-792-0149
Fax: 773-792-0539
Hours: Monday - Friday 8:30am - 4:30pm
Email: pavilion.rentals@cookcountyil.gov
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APPENDIX A
Certificate of Liability Insurance Sample

Please see sample certificate below. Certificates are due no less than two weeks prior to event date and must have
the following noted:

1. Type of insurance must be “General Liability”

2. Amount of coverage per occurrence must be $1,000,000
3. Forest Preserves of Cook County must be listed specifically as “Additional Insured”
4. Address to be used on insurance should reflect our General Headquarters office in River Forest.
5. Endorsement must be attached to certificate.
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POLICY NUMBER: ) COMMERCIAL GENERAL LIABILITY
THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

ADDITIONAL INSURED - DESIGNATED PERSON OR
ORGANIZATION

This endorsement madifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART.

SCHEDULE
Name of Person or Organlzation:

Forest Preserves of Cook County

536 N. Harlem Ave

River Forest, IL 60305

(If no entry appears above, information required to -; mgle »1his endorsement will be shown in the Declarations

WHO IS AN INSURED (Section [1) is ame o {ude as an insured the person or organization shown in the
Schadule as an insured but only with reg ito.liability arising out of your operations or premises owned by or
rented to you. Wiy =

CG 20 26 11 85 Copyright, Insurance Services Office, Inc,, 1984 "~ Page 1of1 O
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APPENDIX B
501(c)3 Example

INTERNAL REVENUE SERYICE DEPARTMENT OF THE TREASURY

P. ©. BOX 2508
CINCINNATI, OH 45201

Erployear Identification Numbexr:

pate: MAR 1 8 2001 55-1234%67
DLN;
OIHTEIAIZI0NGRT

Contact Person:

SAMPLE ARTS OHGANIZATION
1234 SOUTH ARTS ROAD JOHN SMITH ID¥ 12345
OREM, UT 84857 Contact Telephone Number :

{877) 829-5%500

Accounting Feriod Ending:
December 31 p

Foundation Status Classificaticn:
So0%5{a} {1) . 4

AZvance Ruling Period Beginms:
November 27, 2000 g

Advance Ruling Periad Enda:
Decembex 31, 2004

Addendum Applies: \
Ho =

Dear Applicant: ’ 3

Bazed on information you supplied, and @Fauring yosy operations will be as

stated in your application for recognition of exempticn, we have determined PR T
are pxerp: from federal income gax under se@ction 501 (a) of the Internal Reverue
Code as an organization described in section S0a{c) (3).

Because you are a newly created corganization, we are =at now rating a
Zinal determination of your foundation status undar secticn 505{a} &f the Cods _
Howaver, we have determined that yvou can reascnably expect to be a publicly
supported organizatios described in sections 509{al) (1) and 170(b) (1) (A} (vi).

Accordingly, during an advance ruling period you will be treated as a
publicly supported organizarion, and not as a privare fcundation. This advance
ruling perioca begins and ends ©on the dates shown above.

Within 50 days aftar the end of your advance ruling period, you must
send us the information needed to determine whether you have met the reguire-
ments of the applicable support test during the advance ruling period. If you
cseabl ish that you have been a publicly supported organization, we will classi-
fy you as a section S08{a) (1) or S509(a}(2) organization as long as you continu
Lo mesk the rejguircments of the applicable support test. TIf vou do not reet
the publie support requirements during the advance ruling pericd, we will
classify yom as a private foundation for future pericds. Also, if we classify
you as a private foundation, we will treat You as a pravate foundation from
your beginning date for purposes of seccion 507 {d) angd 43540,

Grantors and contributors may rely on our determination that you are not :
private foundation until 20 days after the end of your advance ruling period.
If you send us the required information within the 50 days, grantors and
contributors may continue to rely on the advance dotermination wuntil we make

lottoxr 2045 (DOSCG]
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