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open space rental request FORM
Applicant:  Please provide the following information about your event.  Please print, sign and email completed form to the contact listed at the bottom of page 2 of this form.
	□ Shoemaker
Green
	□ Highline
Green
	□ Kane Park
	□ Picnic Grove
	□ South Green

	Date of Event
	Rental Time

Start:                                        End:

	Contact Person

(Must attend event)
	Event Time

Start:                                         End:

	Dept/Organization Name
	Penn Affiliate? (select one)

Yes                                            No

	Payment Information: Provide your Internal Budget Code

	Phone
	Email

	Purpose of Event
	Expected Number of People to Attend

	Tent?                  Grill?                    Amplified Sound?               Electric?             

Yes   No             Yes   No               Yes      No                           Yes   No                Yes      No

	Vendor Information:

	Insurance Information:

	Special Requests:


The comprehensive guidelines for the use of campus open space are found on the FRES website www.upenn.edu/facilities/standards-policies/policies/outdoor-space-policy.  These guidelines must be read and agreed to by the renter prior to approval of reservation request.
Additionally, the following apply:
1. Fees are payable by internal budget code ONLY, and are due seven (7) days prior to the event.  
Time Rental Rates -   Non-Affiliated Event Rate = $ varies by space; quote will be provided
This rate does not include staff, trades and/or service fees
2. The renter has read and understands the Penn Department of Public Safety Grilling Guidelines and agrees to complete grilling and fire extinguisher training, and review emergency procedures with Fire and Emergency Services prior to event.

3. Grounds staff may be scheduled and billed to the renter based upon the event requirements.  Electricians may be necessary and billable to the renter for any electrical power needs.  Police and/or security guards may be required and billable to the renter as determined by Penn Division of Public Safety.
4. University policy, as well as Pennsylvania State Law, prohibits alcohol in open spaces on campus.

5. The renter is liable for activities at their event.

6. University of Pennsylvania is not responsible for lost or stolen items.

7. The renter is responsible for reimbursing Penn Facilities and Real Estate Services for any and all damage or loss to the facility, including but not limited to damage to underground sprinklers and utilities, by caterers, rental companies or attendees, etc.

8. The renter is responsible for notifying all those in their employ of all rules, regulations and procedures governing use of the open space area.
9. The renter may cancel an open space area reservation 5 days prior to the event without penalty.

10. Renter will provide one contact person to work with University staff on duty.

11. Penn Open Space Guidelines must be adhered to in order to maintain the condition of the park for all those who have the privilege to use and enjoy it.  Your signature below indicates that you have read and agree to the guidelines and rental terms of Open Spaces at Penn.

_______________________

____________________________
Renter’s Signature:


Craig Roncace
Urban Park Manager
University of Pennsylvania
Facilities & Real Estate Services
_______________________

___________________________           
  




Date






Date
Please print and complete form and then send via email to Craig Roncace, croncace@upenn.edu. 
