Oak Ridge Recreation and Parks Department

Indoor Special Event Application

Please submit this application as early as possible.  If facilities are unavailable due to a previously scheduled event, the Recreation and Parks Department will help with the selection of other times or dates.  All persons making application must be at least 21 years of age.

The completed application may be faxed to the Oak Ridge Recreation and Parks Department, or mailed to: Oak Ridge Recreation and Parks Department, P.O. Box 1, Oak Ridge, TN 37831-0001.  Questions may be directed to the Oak Ridge Recreation and Parks Department. Approval of an event will be granted upon receipt and review of the application and acquisition of necessary permits, licenses, certificates, inspections, and payment of appropriate fees. It is the responsibility of the event sponsor or designee to obtain all necessary permits and pay all relevant charges and fees one (1) week prior to the date of the event.  Failure to comply with this will result in the event being cancelled.  No make-up dates will be scheduled.

Important Phone Numbers:
Recreation and Parks
      

 865-425-3450

Recreation and Parks Fax


 865-425-3418

City Legal Department (Beer License)
 865-425-3556

State Alcoholic Beverage Commission 
 865-594-6342

Oak Ridge Police Department
    
 865-425-3504

Oak Ridge City Manager      

 865-425-3550

Code Enforcement Division
   
 865-425-3532

Community Development


 865-425-3531

Business Office (Gill)


 865-425-3406

Public Works




 865-425-1814

Fire Department



 865-425-3521

Name of Event: ________________________________________________


Date(s) and Time(s) of Event: _____________________________________


Name of Sponsor: ______________________________________________


Address: _____________________________________________________

   
              _____________________________________________________

I
Sponsor Representative:

               Sponsor/Coordinator Contact: _____________________________________


Phone # W: _____________________H: __________________________


E-mail address: ________________________________________________

Recreation and Parks Department Representative:


Contact Person: __Jeanne Morales

Phone #   865-425-3450


E-mail address: ___jmorales@oakridgetn.gov_____
GENERAL INFORMATION:

Estimated Number of Attendees: ___________________________________________

Profit/Non-Profit Status: __________________________________________________

Event Location: _________________________________________________________


             _________________________________________________________

Brief Description of Event (including individual event activities):

Include any plans for LPG (Liquefied Petroleum Gas) use.

LPG use is not allowed inside City property buildings.  Refer to Room Rental Rules for plans to use candles, table decorations, etc. 

Please check YES or NO for each of the categories listed below.  Failure to do this may slow the application process and require further explanation at a later date.

Alcohol/Beer Availability Yes_____ No_____

A facility user may serve alcoholic beverages only when they are a part of the normal refreshment for an event or meeting.  They must be incidental to the purpose of the event and only one phase of the total refreshments being served.  In all cases, the groups using City facilities must secure permits from the State and/or City in order to serve alcoholic beverages.  If beer is planned, the City, through its Legal Department, will be able to advise the applicant. If wine or liquor is planned, the State Alcoholic Beverage Commission may be contacted.  These permits must be secured and must be presented to the Recreation and Parks Department TWO WEEKS BEFORE THE EVENT.  Any time alcoholic beverages are being consumed, the applicant must secure insurance that provides liquor liability in the amount of $1,000,000 with the City of Oak Ridge named as an additional insured party on the policy.  A Certificate of Insurance must be presented to the Recreation and Parks Department at least 1 week in advance of the event.  When alcoholic beverages are being served/consumed at an event on City property, it is the responsibility of the user to furnish a commissioned security officer(s) at the sponsor’s cost.  

SECURITY    Yes_____ No______

Large events of projected 100 or more people will require security.  

One security officer is required for every 100 people.  

Security officers must be bonded/licensed.  License proof must be presented to the Recreation and Parks Dept. one week prior to the event.

Trash Removal Plan   
Yes______ No______

How will the trash generated by the event be handled?  Will a dumpster be moved to the site? If yes, where_____________________. Will additional pickups of an existing on-site dumpster be required? Cost will be added to reservation fees. Trash boxes + 1 liner each may be provided by the Recreation and Parks Dept. at a cost of $3.50 each.

Parking Plan?  Yes______ No______ Where?________________________
Sponsors of large events will be required to submit a detailed parking plan that includes proposed parking locations, traffic control measures, and staffing. .

Electrical Needs Plan Submitted Yes____ No____

Describe the type of equipment to be used and the plan for electrical outlets.   If special electrical requirements are necessary please outline the requirements on the Notes sheet.

Event Specific Fees will be charged. On site meetings are recommended.                                                             

Banner Plan

Yes_____ No______

On-Site Signs      Yes_____ No_____

Will the applicant be posting or erecting temporary signs regarding the event at the site? 

 If yes, it is the applicant’s responsibility to secure permits from the Community Development Department. There is a fee for permits.  
Special Event (Vendor) Business License

Yes_______ No______ Must be provided to Recreation and Parks Dept.
Contact the City of Oak Ridge Business Office for additional information.

Insurance Certificate

Yes______ No______

Name of Carrier________________________________________________________
This insurance information must be provided for any event being held on property owned or leased by the City of Oak Ridge.  The City of Oak Ridge must be listed as an additional insured party on the event liability policy (minimum amount $1,000,000.00).   Certificate must be presented to the Recreation and Parks Dept. one (1) week prior to the event.

CATERER

Yes____ No_____
Person/group hosting event will be responsible for caterer/kitchen. 

Caterer should be informed of policies and rental times prior to the event. 

Name of Caterer____________________________________________

Contact Person_____________________________________________

   Person/group hosting event will be responsible for informing Caterer of set up and   

   break down times, trash removal and use of kitchen equipment.  

   Kitchen should be returned to pre-event condition. Trash should be removed to    

   the dumpster at east end of the building and coffee makers and any equipment used   

   cleaned prior to end of rental time.  Additional time may result in Overtime  

   Charges   

.

HOLD HARMLESS AGREEMENT

The applicant covenants to save, defend, hold harmless and indemnify the City, and all of its officers, departments, agencies, agents and employees (Collectively the “City”) from and against any and all claims, losses, damages, injuries, fines, penalties, costs (including court costs and attorney’s fees), charges, liability, or exposure, however caused, resulting from, arising out of, or in any way connected with the applicant’s event as herein described.

The Special Event described above is approved subject to any conditions noted on this form or otherwise set forth by the City of Oak Ridge.

I agree to abide by all City rules and policies established by the City for use of City Property.


Signed_____________________________________________________________

Print Name__________________________________________________________

Position_____________________________________________________________

Date_______________________________________________________________

EVENT APPLICATION APPROVAL

Recreation and Parks Department                                         Date

Contact Person

Recreation and Parks Department                                         Date

Director

NOTES:

If you are having vendors for your event please remember if they park in the west parking lot, your guests or customers will not have a place to park. _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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