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FACILITY REQUEST FORM 

 
This request must be submitted fourteen (14) days prior to the requested rental date.  

All fees must be paid within 3 days of approval, failure to do so may result in cancellation of event. 

 

Name of Organization:       

Name and Title of Contact Person:       

Address:       Zip       Phone: (       )       

Email address  Website  

Primary Dates       Alternate Dates            

Open to the Public? ☐ Yes ☐ No Admission Fee? ☐ No  ☐ Yes cost ______  No. of People Expected:       
 

Organization Type  

☐ Nonprofit (Documentation required) 

☐ Block Club/Community/Church 

☐ Sorority/Fraternity 

☐ Corporation/Foundation 

☐ ___________________________ 
 
Event Type 

☐ Public/Town Hall Meeting 

☐ Baby Shower 

☐ Bridal Shower 

☐ Wedding Rehearsal/Reception 

☐ Family Reunion 

☐ Birthday Party 

☐ Fundraiser (proof of insurance may be required) 

☐ Meeting 

☐ ___________________________ 
 
Center (Select all that apply) 

☐ Adams/Butzel Complex 

☐ Butzel Family Center  

☐ Brennan Event Space  

☐ Clemente ☐ Crowell  

☐ Farwell ☐ Heilmann  

☐ Kemeny ☐ Lasky  

☐ Patton   ☐ Williams  

☐ Young    

Day(s) (Select all that apply) 

☐ Monday 

☐ Tuesday 

☐ Wednesday 

☐ Thursday 

☐ Friday  

☐ Saturday (additional fee(s) may apply) 

☐ Sunday (additional fees)  
 
Hour(s) (Select all that apply)** 

☐ 8 am – 9 am ☐ 9 am – 10 am 

☐ 10 am – 11 am ☐ 11 am – 12 pm 

☐ 12 pm – 1 pm ☐ 1 pm – 2 pm 

☐ 2 pm – 3 pm  ☐ 3 pm – 4 pm 

☐ 4 pm – 5 pm  ☐ 5 pm – 6 pm 

☐ 6 pm – 7 pm ☐ 7 pm – 8 pm 

☐ 8 pm – 9 pm ☐ ________________ 

 

Set up/Clean (Attach layout) - $75 

☐ Banquet 

☐ Classroom 

☐ Auditorium 

☐ Open 

 

 

Room(s) (Select all that apply) (Resident/Nonresident)  

☐ Kitchen $30hr/$40hr 

☐ Gymnasium $100hr/$150hr 

☐ Pool* $100hr/$150hr 

☐ Arts & Craft $40hr/$50hr 

☐ Weight Room* $40hr/$50hr (per five person) 

☐ Multipurpose / Dance $75hr/$85hr  

☐ Banquet/Auditorium (up to 200 persons) $125hr/$135hr 

☐ Meeting – Small (up to 30 persons) $40hr/$50hr Qty ___ 

☐ Meeting – Medium (up to 50 people) $40hr/$50hr Qty ___ 

☐ Meeting – Large (up to 120 people) $75hr/$85hr Qty ___  

☐ Ice Arena $130(50 min)/ $140(50 min) (skate rental not incl)  

☐ Racquetball Court $10hr/$20hr Qty ___ 
 
 
Amenities** (Select all that apply) 

☐ Banquet Table(s) Qty _____ 

☐ Round Table(s) Qty ______ 

☐ Card Table(s) Qty ______ 

☐ Chairs Qty _____ 

☐ Podium 

☐ Projector $60 

☐ Projector Screen $75  

☐ ___________________________ 

 

 

Has the organization previously rented a DPRD Facility before? ☐ No ☐ Yes, What facility? _________________________ When (Year)? ___________ 

 

Provide organization purpose/mission (attach additional sheets if needed): 

      

 

 

 

 

Detail Description/purpose of event (attach additional sheets if needed): 

      

 

 

 

 
 

 

*additional liability waiver required ** additional fee(s) may apply 
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RELEASE OF LIABILITY 
 
I the undersign certifies that I/We: 1) do not discriminate against any individuals regardless of race, sex, creed, or national origin; 2) will present documentation 

of liability insurance, where required, in an amount determined by the Detroit Parks & Recreation Department; 3) acknowledge approval does not give or 

confer exclusive use of facility, 4) will use the facility only for the purpose stated above; and, agree to reimburse the City of Detroit (Detroit Parks & 

Recreation Department) for the cost of any damage(s) to the building or equipment during the use of the facility, 5) pay added cleaning costs, if incurred;  6) 

agree to abide by all rules and policies of the City of Detroit and Detroit Parks & Recreation Department. I/We also agree that all information submitted in this 

Facility Request Form is true and accurate to the best of my/our knowledge.  I/We agree at my/our own expense to defend, indemnify, save and hold harmless 

the City of Detroit, its officers, employees and agents against and from any and all liabilities, obligations, damages, penalties, claims, costs, charges, and 

expenses (including without limitation, fees and expenses of attorneys, expert witnesses and other consultants) which may be imposed upon, incurred by or 

asserted against myself/us by reason of or resulting from my/our use of Recreation Property as described herein; Cancellation:  If event is canceled 

organization is subject to the refund policy. I further hereby authorize and consent to the Detroit Parks & Recreation Department, City of Detroit and/or its 

contractor the absolute and unconditional right and permission to collect, copyright and/or publish, or use at its discretion, interviews, quotes, photographic 

portraits, or pictures of me, or in which I may be included in whole or in part, or in my own or a fictitious name, including reproductions thereof in color or 

otherwise, made through any media, for art, advertising, trade, visual documentary, promotional, television, radio or film coverage or any other lawful purpose 

whatsoever, without compensation to me.  I hereby waive any and all rights to inspect and/or approve the finished product or the copy that may be used in 

connections therewith, or the use to which it may be applied.  I hereby release, discharge and agree to hold Released Parties harmless from and against any all 

liability whatsoever, including but not limited to blurring, distortion, alteration, optical illusion resulting from its use in composite form, whether the same shall 

be intentional or otherwise, that may result or which may be produce in the taking of said pictures or in any processing tending towards or resulting in the 

completion of the finished product. 

 

Alcoholic beverages are prohibited.  Fund Raising events are prohibited unless approved in advance by the Detroit City Council.  Any person or organization 

violating these prohibitions will be prosecuted to the fullest extent of the law. 
 
I have read and understand all the terms of this agreement and will conform to all the regulations expressed in this document. 

 

☐ I have received the Detroit Parks & Recreation Department’s Refund Policy and agree to its terms. ________ 

 

   

Organization Representative Signature  Date 

 
Approved ☐ No ☐ Yes, Rental Fee $ ___________  Insurance Required ☐ No ☐ Yes, Amount $ ________ 
 

   

DPRD Representative Signature  Date 

 
~ FOR DETROIT PARKS & RECREATION DEPARTMENT USE ONLY ~  

 
Comments: (If denial or if fee waiver provide reason and obtain Manager signature) 

 

 

 
Check / MO #  Receipt #  Deposit Amount  Deposit Date  Accounting Initial 

         
 
Manager Approval (required if fee waiver/multiple use) 

Approved ☐ No, Why?  ☐ Yes, Fee  $  

 
Manager Signature  Date 

 
If recommending the denial of this request or wavier of fee, indicate reason: 

 

 

 

 

Director Approval (required if event is political in nature) 
Approved ☐ No, Why?  ☐ Yes, Fee  $  

 
   

Director Signature  Date 
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Detroit Parks & Recreation Department 
Refund/Cancellation/Privacy/Security Policy 

 

 

Use of Detroit Parks & Recreation Department Recreation Centers is available for City of Detroit 

residents and non-residents. 

 

A. Membership 
 

City of Detroit residents may receive the resident membership rate by presenting two forms 

of identification to establish Detroit residency.  Annual membership is valid for one year 

(January – December).  Please present your membership card at the front desk each time 

you visit the facility.  A $5 daily drop-in fee will be assessed when a membership card is 

not presented.  Replacement cards may be purchased for $5.  All guests must complete and 

sign a membership application.  Participants 17 years and younger must have membership 

application signed by a parent or legal guardian before being issued a membership card.   

 

The Detroit Parks & Recreation Department is committed to keeping its membership fees 

lower than the industry standard.  We will offer a full refund if requested the same day of 

paid membership otherwise no refund will be granted. 

 

B. Classes 
 

The Detroit Parks & Recreation Department will offer a full refund if requested within 

three (3) days of signing up for a class(es) otherwise a 20% processing fee will apply.  

However, if class has begun no refund will be given but a full credit in the amount of the 

class will be given towards any other program or class within the same calendar year. 

 

C. Facility/Field Reservations 
 

- Reservations are accepted on a first-come, first-served basis and must be submitted 14 

days prior to the start of event. 

 

- To guarantee room(s) reservation full payment is due at time of approval. 

 

- Organizations/Individuals may cancel event up to 3 days after payment and but prior 

to the date of the event to ensure a full refund.  Cancellation after 3 days will be 

refunded according to the below refund scale: 

 

# of days after payment  Processing Fee 

<= 3  0% 

> 3 or <= 7  25% 

> 7 or <= 14  50% 

> 14  No refund issued 

 

Refund may take up to 60 days and will be issued to the organization/individual name on 

the receipt. 
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D. Privacy Policy 

The City of Detroit Parks & Recreation Department does not collect personally-identifying 

information about a user except for information that is voluntarily provided to us so that 

we can serve the user’s needs and for legitimate registration purposes.  For example, when 

the user completes an online registration, we need to retain certain personally-identifying 

information on the Site in order to respond to the registration.  A user’s personally-

identifying information (voluntarily submitted in connection with an online registration) 

will be treated confidentially and will not be shared with third parties. 

 

 

E. Security Policy 

Your payment and personal information is always safe.  Our Secure Sockets Layer (SSL) 

software is the industry standard and among the best software available today for secure 

commerce transactions.  It encrypts all of your personal information, including credit card 

number, name, and address, so that it cannot be read over the internet. 
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