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(253) 564-8177
555 Contra Costa Ave,
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To finalize your rental:
e Pay your invoice
e Submit all required documents within 5
business days. This could include:

o Insurance Certificate for any party with 35
or more attendees and/or whenever alcohol
is being served or sold

o Banquet Permit for any event with alcohol
consumption

o Proof of licensed server for any event where
alcohol will be sold
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INSURVAINCECERYIIEICANIE BANQUEIRRERIVIN] More Informetion

¢ Insurance policy should be e Allows the service and e Required documents are to
for no less than consumption of liquor at a be submitted within 5
$1,000,000.00. private, invitation-only business days of approval.

e The City of Fircrest must be banquet or gathering held in ¢ Insurance can be secured
listed as an additional a public place or business. from most homeowners
insured. e Banquet Permits are available policies at no extra charge.

e The policy must state that online. e https://www.theeventhelper.
the event will be held at the e https://Icb.wa.gov/licensing/b com/#.
rented Fircrest facility. anquet-permits e Alcohol use is permitted

e Date of event must be listed e Submit & Display prominently inside the Community Center
on the certificate. at your event. building only.

35% Group Stze and/or INGENSERISER\ER! : {“Of’ps;'jjn‘;fus:c;:f;"yf:;f:2‘;'
events withaleohol . WSL.CBdilaSSRZ::A?STl age and intoxicated persons.
. + g required for alcohol sales. 1 LL -



https://lcb.wa.gov/licensing/banquet-permits
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e You cannot enter the facility before your
scheduled start time.

e The times you selected for your rental are the
earliest and latest you are able to be in the
facility.

" PRE-RENTAL WALK-THROUGH & SET-UP |

e Person in charge should arrive at selected start
time to meet with a Fircrest staff mémber.

e Staff does not set-up or clean up for events. Person
In charge will be given information on, set-up.&
equipment use during the walk-through.
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e All persons must leave the rented facility and
clean-up must be completed no later than the
selected completion time.

e All equipment, supplies, foodstuffs, and
decorations brought in must be removed before
leaving the facility.

e Clean-up checklist must be completed.

e Failure to exit on time or clean-up may result in
additional charges and/or forfeiture of deposit.
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LEAN=UP
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Before leaving the facility

Make sure it's as you found it
Lights off, closed up, & locked up

if applicable
s jul
B LOAD OUT
B Decorations . Equipment
B Foodstuffs B Supplies
i o[
s ul
| NGENERAINGEEANZY R
[l Tables & chairs wiped down & putaway
B Floor vacuumed / swept
B All garbage bagged, removed from the
Il facility, & new bags placed 1l
iu ul
| BNEHENICIRE/ANEUR
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M sinks N Refrigerator
. Counters . Freezer
| [l Cabinets B stove 1

If the building is not cleaned and vacated by the agreed upon time, additional
rental fees may be charged, and future usage of the facility may be denied.
Staff costs in extra clean-up will be deducted from the deposit.



DECORATION
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o Utilize free-standing decorations

e Decorate on tables and chairs

e Hang decorations from designated
fixed hooks

DIONEIFS

e Decorations may not be attached to the
building, windows, or fixtures

e No tape, tacks, or sticky hooks

» No lighted candles / open flames

* No scattering of rice, confetti, glitter etc.




FREQUENTLY
ASKED
QUESTIONS

What time canlgetin te getsetup?

Your rental start time includes set-up and clean;up. The earliest
you can enter the facility is your selected start'time.
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Feow canlmake changes te the grovp size or

times of my event?
Changes to your event must be made 30 days before the date of

your event. Please notify the Parks Department as soon.as
I possible of any changes in facility use.
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' Isthe Security Deposit refundalble?

Yes, the security deposit will be refunded automatically by card
within 5 business days in accordance with our rental policy. Cash
or check payments will be refunded by check within 30 days.

e Arrive & leave ontime ¢ No damage to the facility

e Facility is cleaned e Comply with all rules & regulations

1




FA@Q CONT.,

L
FNeow canl caneel my rental?
Notify Fircrest Parks as soon as possible to cancel a rental.

Cancelations require a minimum 10 working days notice."More
than 10 days notice will result in a $10 cancellation fee. Less than
10 days notice will result in forfeiture of entirerental fee. Card

| processing fees are non-refundable.
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" What does the 60 minteardown time onmy

reservation mean?
Every rental includes a 60 minute buffer in between rentals. The

60 minute tear down time is for Parks & Rec Staff to ensure the
facility is ready for the next rental. You are still required to vacate

the facility at your event's selected completion time.
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Canlutilize the cutcoor space adjacent te

thereeomrental?
Only the spaces/rooms specified on your final rental invoice are

guaranteed at the time of your rental. Outdoor spaces are public
use and may be accessible by other people. You may utilize
1outdoor space in conjunction with the public.
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Whe counts tewared attencance during @
private peel rental?

Anyone that enters the pool's gated area, regardless.of if they.
intend to swim, is counted toward the party'sattendance.
Estimate as accurately as possible for the total number of overall
guests. Any changes to attendance must be made 30 days
before your event.
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[rented the party reem curing epen swinm

how canmy guests access thepocl?
Please contact our pool manager prior to yoursrental to

coordinate access to open swim. Your party will be able to
purchase general admission to the pool on the day of your rental.
_The pool manager can be reached at (253) 327-1213.
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i [woule like to use the auelio/visvel
equipment inmy rental. What de lneec ?

The Community Center rooms require an HDMI cable for
projector use. Audio only requires a 3.5mm stereo audio cable in,
or a stereo RCA cable. There are also inputs for standard XLR
microphone cables.
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