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Rental Application for: 
Proksa Park 

3001 S. Wisconsin 
Berwyn, IL  60402 

 
 
Rental Application must be completed in full and the Facility Usage Agreement signed and dated before 
facility usage will be granted by the Berwyn Park District. 
 
1.  Name of Usage Group ______________________________________________________ 
 
 (Circle One)  Profit  Non Profit Organization  Family Group 
 
2.  Authorized Representative 
   
 Name  _________________________________________________________________ 
 
 Address   ______________________________________________________________ 
 
 City  ___________________________________  Zip  __________________________ 
  
 Phone  ________________________(Home)  __________________________(Work) 
 
 
3.  Purpose of Usage  __________________________________________________________ 
 
4.  Will Food or Beverages be served?  Yes _________     No ___________ 
 
5.  Date of Usage     Time of Usage: (All usage ends at 10pm) 
 
__________________________________ From  ___________ To ______________ 
 
6.  Number of People Expected:    _____________    (Capacity of the room is 75 participants) 
 
7.  Will Admission / Donation Be Collected For This Activity?   Yes  ____    No  ___ 
 
8.  Will a Sound Amplification Equipment Permit be requested?  Yes ___   No ___ 
      
9. Any other items that are not covered in this packet need to receive prior approval form the Executive 
Director to be held in conjunction with your rental.  Please submit your request in writing at least 2 
weeks prior to date of rental for approval.  Requests should be submitted to: 
 

Jeff Janda, Executive Director 
Berwyn Park District 

Freedom Park office – 3701 S. Scoville 
Berwyn, IL 60402 
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Berwyn Park District Facility Usage and Conditions 
 
All applicants must read and be familiar with the following policies: 
 
1.  The applicant, his/her organization, members, and all other users are bound by policy of permit, its terms and conditions, regulations, and ordinances pertaining to 
the use of Park District property. 

 
2.  The applicant submitting request, listed as authorized representative, must be a minimum of 21 years of age. 
 
3.  All balances are due to the District five (5) working days before the said usage otherwise $25.00 will be deducted from the original $100.00 security deposit for 
failure to comply and loss of possible rentals. 
 
4.  Any permit may be revoked for misrepresentation in the application or violation of terms and conditions of the application concerning policy, ordinances, rules, 
regulations, and laws of the State of Illinois and the United States of America. 
 
5.  Adequate adult supervision, as determined by the Executive Director, must be provided at all times.  Usage groups may be required to employ officers of the Berwyn 
Park District Police Department when deemed necessary by the director due to the nature of the event. 
 
6.  ALCOHOLIC BEVERAGES ARE NOT PERMITTED ON EITHER PARK DISTRICT / CITY PROPERTY. 
 
7.  The applicant, his/her organization, members, and all users agree to release the Berwyn Park District from all liabilities of use caused through said use. 
 
8.  Certificates of Insurance may be required from groups or organizations using District facilities.  Certificates of Insurance should read as follows: “The Berwyn Park 
District, it’s elected and appointed officials, employees, and agents as additionally insured.”  Family usages are exempt from this requirement. 
 
9.  The Park District cannot and will not assume responsibility for lost or damaged property. 
 
10.  Permits for usage groups in excess of posted number of participants shall be issued only with the specific approval of the Executive Director. 
 
11.  Use of sound amplification equipment is prohibited, except when specifically authorized on the permit or in accordance to any applicable state or federal laws. 
 
12.  When publicizing meetings or events, the location shall read the location and not the Berwyn Park District.  Groups shall be required to advertise that the event is 
not sponsored or promoted by the District. 
 
13.  All usage’s end at 10:00 p.m. 
 
14.  All usage groups will be responsible for rented area at the end of the usage period.   
 

a.  Room(s) rented or used shall be left in the same condition as they were prior to the group or individual renting or using the room(s). 
b.  Groups or individuals renting or using room(s) shall be responsible for cleaning any area within the room(s) and/or utility that were used by members of 
the group. 

 c.  All garbage shall be placed in garbage receptacles or garbage bags provided by the District. 
 
15.  All usage groups will post a $100.00 security deposit to cover costs of any damage resulting from said usage.  The District reserves the right to seek legal remedies 
in the event that damages are greater than the deposit.  All security deposits to be returned, shall be in accordance to the District refund policy.  Any group found to 
have alcohol on or in park district facilities shall forfeit the $100.00 security deposit.  Unexpected or excessive damages or spills will be subject to loss of deposit.  
Examples below: 

 Food ground into carpet = $25 loss of deposit 
 Gum ground into carpet = $50 loss of deposit 
 Large saturating fluid spills that discolor carpet = $75 loss of deposit 

All charges are subject to change based on severity of damages.  Severity of damages will be determined by the District. 
 
16.  Any group or individual serving food must comply with established Berwyn Health Department regulations and procedures. 
 
17.  In accordance with Federal and State statutes, all Berwyn Park District facilities are designated ‘smoke-free’ environments. 
 
18.  The Berwyn Park District reserves the right to waive or reduce any and all fees associated with the usage of any Berwyn Park District facility. 
 
19.  Any and all checks returned for non-sufficient funds will result in a $25.00 service charge. 
 
20.  Due to ceiling material construction, nothing in excess of eight (8) ounces may be hung, attached, or suspended from the ceiling structure. 
 
21. Rental times reflect use of the room.  No additional set-up or take down will be provided.  Failure to follow this rule will result in charges for time used 

taken out of the $100.00 security deposit.  
 
22. The applicant will choose a room layout only from the options available.  Staff will attempt to comply with requests; however, state and local fire codes take 

precedence over requests.  Failure to follow this rule will result in charges for time used taken out of the $100.00 security deposit.  
 
23. The applicant may purchase additional time on their rental, schedule permitting, but it must be at least one hour prior to previously scheduled end time. 
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Payment Information (Office Use Only) 
Security Deposit $100.00 resident   =$100.00 (Due with application) 
  
1st 2 hrs. Fee $130.resident / $150. non resident   $_________ 
                                     
Additional Hour(s): $_____/hr x _____hours  =$_________ 
$50.00 resident    $75.00 non-resident 
 

Police:   $ 25.00/hr x _____hours  =$_________ 
(per officer needed) 
    Total Usage Fee    $_________ 
 

     
 (Due when rental is approved) 50% of Rental    $_________   (paid on: ___/___/___) 
 
(Due 5 working days before rental)  Balance    $_________   (due by: ___/___/___) 
 
(If balance is not paid within 5 days of rental date, $25.00 will be deducted from the $100.00 security deposit.  The $25.00 is deducted when the 
security deposit is refunded after event has been held or the rental is cancelled less than 5 days before the date of the event.) 
 

Receipt #_______   Date_______   Amount___________ 
 

Receipt #_______   Date_______   Amount___________ 
 

Facility Set-up  (Room Capacity: 75) 
 

Number of chairs needed ____________ Tables ___________   (20 Max.) 
 
 
Layout Plan Chosen ___________ 
 

 
Facility Deposit Return Request 

 
All usage groups will post a $100.00 security deposit to cover costs of any damage resulting from said usage.  Fees are determined by 
the attached schedule.  The District reserves the right to seek legal remedies in the event that damages are greater than the deposit.  All 
security deposits to be returned, shall be in accordance to the District refund policy.  Any group found to have alcohol on or in park 
district facilities shall forfeit the $100.00 security deposit. 
 
Renter’s Name:  ________________________________________  Rental Date:  _____________ 
 
Renter’s Address:  ______________________________________ 
 
Condition of Room:  
(circle one)   excellent     good      fair     poor      (if fair/poor, give reasons and deductions below:) 
 
___ No deductions 
 
___ The amount of  $___________ is being deducted due to:  _________________________________________ 
 
___________________________________________________________________________________________ 
 
Return Submitted by:  ________________________________   Date:  _____________ 
 
Completed by:  ______________________________________  Date:  _____________ 
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Facility Usage Agreement 
 
We/I ______________________________________________________ (Name of Organization or group requesting usage): Agree to 
release and hold harmless and defend the Berwyn Park District, its officers and agents, in connection with any and all actions or 
claims for any loss, damage, personal injury or death occurring as a consequence of the performance of this agreement.  It is further 
understood and agreed that the Berwyn Park District assumes no obligations or responsibility in connection with said use of facility.  
We further agree to assume all costs of damage to facility and its contents during the usage period authorized 
 
We/I affirm that I have read and understood the Facility Usage & Conditions of the Berwyn Park District and will adhere to them 
during the duration of said rental period. 
 
We/I further understand that violation of Berwyn Park District Rules and Ordinances shall result in the forfeiture of any deposit fees.  
Additional penalties and fines may result for alcohol or other prohibited items brought into the park system. 
 
CANCELLATION CLAUSE:   
 

• Applications must be received in writing at least five days prior to the usage time.  Failure to comply with this requirement 
will result in a loss of 25% of the deposit.   

 
• The remaining balance is due five (5) working days prior to the date requested on the rental permit application.  The Berwyn 

Park District retains the right to cancel the date if balance is not paid by the deadline.  Failure to comply will result in the 
forfeiture of 25% of the deposit fee. 

 
• The Berwyn Park District reserves the right to cancel or change the permit within 48 hours when deemed necessary by the 

district. 
 
 
 
Application Approval:       Date: _________________ 
 
The Final Payment is due five (5) working days before the usage date. The usage permit will be issued upon payment of 
balance due.  We hope you enjoy using the Berwyn Park District facilities. 
 
   Total Charges   $    _______ 
    
   Less Deposit    $    _______   (paid on: ___/___/___) 
    
   Total Due $    _______   (due by: ___/___/___) 
 
 
 
 
________________________________  ________________________________ 
Authorized Representative    Berwyn Park District 


