
Effective 1-1-07 

- C I T Y  O F  S U N N Y V A L E -  
PARK BUILDING POLICIES 

 
550. REMINGTON DRIVE 

P.O. BOX 3707 
SUNNYVALE, CA 94088-3707 

(408) 730-7335 
 

PARK BUILDING RESERVATION PROCEDURES 
 

 CONTACT THE MAIN RESERVATION LINE TO INQUIRE ABOUT AVAILABILITY 
 MAKE YOUR RESERVATION IN PERSON OR BY PHONING THE MAIN RESERVATION LINE 
 ONCE RESERVED A CONFIMATION PACKET WILL BE DELIVERED TO YOUR RESIDENCE 

 SIGN AND RETURN THE “PARK BUILDING LIABILITY STATEMENT”  
 COMPLETE  AND RETURN THE “PARK BUILDING SET-UP FORM”  

 ON THE DAY OF THE EVENT, A BUILDING ATTENDANT WILL OPEN THE FACILTY AT THE TIME RESERVED 
 
PLEASE VISIT OUR WEBPAGE AT WWW.SUNNYVALE.CA.GOV FOR INFORMATION ABOUT OUR RENTAL 
FACILITIES AND PARKS. 
 
TO INQUIRE ABOUT AVAILABILITY AT ANY OF OUR RENTAL FACILITIES PLEASE CONTACT THE RESERVATION LINE 
AT THE NUMBER ABOVE. 
 
ALL CUSTOMERS MUST SUBMIT TWO (2) FORMS OF RESIDENCY VERIFICATION IN ORDER TO RECEIVE A 
DISCOUNT ON FACILITIES WHERE A RESIDENCY DISCOUNT IS APPLICABLE. 
 
RESERVATIONS CAN BE MADE OVER THE PHONE WITH A MASTERCARD OR VISA, OR IN PERSON AT THE 
SUNNYVALE COMMUNITY CENTER’S RECREATION BUILDING MONDAY THROUGH FRIDAY BETWEEN THE 
HOURS OF 8:00AM AND 4:30PM. 
 
ALL RENTALS MUST BE PAID FOR IN ADVANCE.  A SECURITY DEPOSIT, PAID BY CASH, CHECK OR CREDIT 
CARD, IS REQUIRED AT THE TIME OF THE RESERVATION TO RESERVE A ROOM FOR ANY EVENT.  THE RENTAL 
BALANCE MUST BE PAID NO LATER THAN 30 DAYS PRIOR TO THE EVENT.  IF PAYMENT IS NOT RECEIVED 30 
DAYS PRIOR TO THE EVENT, THE CITY OF SUNNYVALE IS OBLIGATED TO CANCEL YOUR RESERVATION AND 
WITHHOLD THE SECURITY DEPOSIT. 
 
ONCE THE BALANCE OF THE PERMIT IS PAID, THE SECURITY DEPOSIT WILL BECOME A DAMAGE DEPOSIT.  
PLEASE SEE POLICIES REGARDING DAMAGE DEPOSITS ON THE FOLLOWING PAGES. 
 
RESERVATIONS CAN BE MADE SIX MONTHS TO THE DAY IN ADVANCE.  RESERVATIONS MUST BE MADE A 
MINIMUM OF 30 DAYS IN ADVANCE. 
 
RESERVATIONS FOR PARK BUILDINGS ON DESIGNATED CITY HOLIDAYS WILL REQUIRE APPROVAL BY THE 
FACILITIES COORDINATOR.  SPECIAL HOLIDAY RATES MAY APPLY AT STAFF DISCRETION. 
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GROUPS COMPOSED OF MINORS (UNDER 18 YEARS OLD) MUST BE SUPERVISED BY 1 ADULT FOR EVERY 20 
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FUNCTION.  PERMITS WILL ONLY BE ISSUED TO INDIVIDUALS BETWEEN 18-21 YEARS OF AGE FOR EVENTS 
WITHOUT ALCOHOL. 
  
RENTAL TIME REQUESTED 
 
RENTAL TIMES ARE REQUIRED UPON MAKING THE RESERVATION. RENTAL FEES ARE APPLIED FOR 
PREPARATION AND ACTUAL PROGRAM TIME. THE HOUR FOLLOWING AN EVENT IS TO BE USED BY THE 
CUSTOMER FOR CLEANING ONLY.  THE PERMITTEE WILL BE OBLIGATED TO PAY FOR ADDITIONAL SET-UP TIME 
REQUIRED BY THE CATERER.  
 
ALL ACTIVITIES MUST BE CONCLUDED NO LATER THAN 11:00 P.M. (INCLUDING CLEAN-UP TIME).  ALL 
PERSONS ASSOCIATED WITH YOUR EVENT MUST VACATE THE PREMISES WHEN THE PERMITTED TIME EXPIRES.  
EVENTS THAT GO OVER ACTUAL PROGRAM TIME WILL HAVE ONE HOUR’S WORTH OF FEES WITHHELD FROM 
THE DAMAGE DEPOSIT FOR EVERY 15 MINUTES THAT PASS. 
 
PERMIT CHANGES AND REVISIONS 
 
A $25.00 ADMINISTRATIVE FEE WILL BE ASSESSED FOR ALL REVISIONS WITH THE EXCEPTION OF ADDITIONAL 
TIME ADDED TO AN EXISTING PERMIT. 
 
A MINIMUM OF 30 DAYS ADVANCE NOTICE IS REQUIRED TO REVISE AN EXISTING PERMIT AND TO ADD AN 
ALCOHOL DAMAGE DEPOSIT (HERITAGE CENTER BUILDING IS THE ONLY FACILITY THAT ALLOWS ALCOHOL). 
 
THERE WILL BE A $25.00 JUMPHOUSE PERMIT FEE NEEDED WHEN YOU HAVE AN INFLATABLE JUMPHOUSE AT 
ONE OF THE CITY PARKS.  JUMPHOUSES MUST BE OBTAINED THROUGH CERTAIN COMPANIES AUTHORIZED TO 
PROVIDE STRUCTURES IN SUNNYVALE PARKS.  TO OBTAIN A LIST OF THE AUTHORIZED COMPANIES, YOU CAN 
CALL THE RESERVATION LINE AT (408) 730-7751 OR COME IN THE RECREATION OFFICE TO PICK UP A 
COPY. 
 
THE PERMITTEE SHALL BE REQUIRED TO PAY FOR ADDITIONAL SERVICES/EQUIPMENT NOT REQUESTED IN 
ADVANCE. 
 
CHANGES/REVISIONS TO AN EXISTING PERMIT WILL NOT BE ALLOWED 30 WITHIN DAYS PRIOR TO THE 
SCHEDULED DATE. 
 
CANCELLATION POLICY 
 
THE CITY OF SUNNYVALE RESERVES THE RIGHT TO CANCEL ANY RESERVATION CONTRACT AND/OR 
EQUIPMENT REQUEST UPON TWO WEEKS NOTICE.  THIS SHALL BE DONE WHEN IT IS DEEMED NECESSARY TO 
DO SO AND IN CONSIDERATION OF THE FIRST AMENDMENT RIGHTS OF THE APPLICANT. 
 
IN THE EVENT OF A TRUE EMERGENCY, THE CITY OF SUNNYVALE RESERVES THE RIGHT TO TERMNATE ANY 
RENTAL PERMIT OR RESERVATION CONTRACT AND/OR EQUIPMENT REQUEST, AND IT IS UNDERSTOOD THAT 
THERE SHALL BE NO CLAIM FOR DAMAGES BY THE RENTER.  AN EMERGENCY IS DEFINED HERE AS AN ILLNESS, 
INJURY, ACCIDENT, NATURAL DISASTER, CIVIL UNREST, ACT OF WAR OR ACT OF GOD, BEYOND THE 
CONTROL OF THE CITY, WHICH RENDERS THE VENUE UNSAFE OR INACCESSIBLE. 
 
SHOULD THE RENTER CANCEL THEIR EVENT, REFUNDS WILL BE MADE AS INDICATED IN THE REFUND CHART 
BELOW.  A $25.00 ADMINISTRATIVE FEE WILL BE ASSESSED FOR ALL CANCELLATIONS. 
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THE CITY OF SUNNYVALE’S POLICIES ON RENTAL CHANGES, CANCELLATION AND REFUNDS ARE DESIGNED 
TO ENCOURAGE THE MAXIMUM COMMUNITY USE OF RECREATION FACILITIES TO MAXIMIZE REVENUE FOR THE 
CITY.  SHORT NOTICE CHANGES AND CANCELLATIONS SEVERELY RESTRICT THE CITY’S ABILITY TO SCHEDULE 
FACILITIES FOR OTHER ACTIVITIES AND REDUCES REVENUE TO THE CITY.  THESE POLICIES ENCOURAGE PRE-
PLANNING AND EARLY DECISION MAKING BY OFFERING FINANCIAL INCENTIVES TO RENTERS WHO PROVIDE 
THE GREATEST ADVANCED NOTICE OF CHANGES OR CANCELLATION. 
 

City of Sunnyvale Cancellation Refunds 
Cancellation Timeframe Refund Amount 

3 - 6 months in advance 
91 - 129 days in advance 

Full Refund of Damage 
Deposit, less a $25.00 

Administrative Fee 

1 - 3 months in advance 
31 to 89  days in advance 

Refund of 50% of damage 
deposit, less a $25.00 

Administrative Fee 

Less than 30 days in 
advance 

100% of the damage 
deposit will be withheld.  

Use fees will be refunded. 
 
REFUNDS AND DAMAGE DEPOSIT REFUNDS 
 
REFUNDS WILL BE MAILED TO THE PERMITTEE.  IF THE PERMITTEE PAID BY CHECK OR CASH, A CHECK WILL BE 
MAILED FOR THE APPROPRIATE AMOUNT APPROXIMATELY 4 TO 6 WEEKS AFTER THE DATE OF THE EVENT OR 
AFTER A CANCELLATION HAS BEEN MADE.  IF THE PERMITTEE PAID BY CREDIT CARD, THE PERMITTEE’S CREDIT 
CARD WILL BE CREDITED FOR THE APPROPRIATE AMOUNT WITH 2-3 WEEKS FOLLOWING THE EVENT OR 
CANCELLATION REQUEST. 
 
DAMAGE DEPOSIT REFUNDS WILL BE PROCESSED AFTER YOUR EVENT IF THE FACILITY IS LEFT IN A 
SATISFACTORY CONDITION, NOTHING IS BROKEN, AND THE EVENT ENDS AT ITS SCHEDULED TIME.   
 
THE CITY WILL DEDUCT FROM THE DAMAGE DEPOSIT ADDITIONAL CHARGES RELATING TO, BUT NOT LIMITED 
TO ADDITIONAL MAINTENANCE TIME, ADDITIONAL FACILITY USE TIME AND EQUIPMENT OR PROPERTY 
DAMAGE DURING YOUR EVENT. 
 
IF PUBLIC SAFETY IS CALLED TO ADDRESS AN ISSUE OR DISTURBANCE AT YOUR EVENT AT ANY TIME, YOUR 
DAMAGE DEPOSIT WILL BE WITHHELD. 
 
THE CITY RESERVES THE RIGHT TO HOLD THE USERS DAMAGE DEPOSIT IN ITS ENTIRETY IF USER DOES NOT 
FOLLOW SPECIFIED CITY POLICIES. THIS WILL HOLD TRUE REGARDLESS OF WHO (PERMIT HOLDER, GUEST, OR 
AGENT OF PERMIT HOLDER) WAS RESPONSIBLE FOR THE BREACH OF POLICY. 
 
CATERING AND INSURANCE INFORMATION 
 
FOOD IS PERMITTED IN THE PARK BUILDINGS.  PERMITTEE MAY PREPARE THEIR OWN FOOD OR ARRANGE FOR 
A CATERER.  IF YOU CHOOSE TO HAVE YOUR EVENT CATERED, YOU MUST HAVE YOUR CATERER COMPLETE 
“CATERING AGREEMENT” FORM.  THE COMPLETED “CATERING AGREEMENT” FORM WILL BE DUE A 
MINIMUM OF 30 DAYS PRIOR TO THE EVENT.  FAILURE TO SUBMIT THE COMPLETED FORM WHEN DUE WILL 
RESULT IN THE CANCELLATION OF YOUR EVENT AND THE LOSS OF ALL ASSOCIATED FEES.  TO REQUEST A 
COPY OF THIS FORM PLEASE CALL THE RESERVATION OFFICE TO HAVE A COPY SENT TO YOU OR PLEASE 
COME INTO THE RESERVATION OFFICE DURING THEIR BUSINESS HOURS. 
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ALCOHOL INFORMATION 
 
THE USE OF ALCOHOLIC BEVERAGES MUST BE REQUESTED AT THE TIME THE RESERVATION IS MADE OR UP TO 
30 DAYS PRIOR TO THE EVENT DATE.  THE ONLY FACILITY THAT PERMITS ALCOHOLIC BEVERAGES IS THE 
HERITAGE CENTER BUILDING.  BEER, WINE, AND CHAMPAGNE ARE THE ONLY ALCOHOLIC BEVERAGES 
PERMITTED IN THE FACILITY.   
 
FACILITY ATTENDANT 
 
A FACILITY ATTENDANT WILL UNLOCK AND LOCK THE FACILITY, ANSWER ANY QUESTIONS, AND ENFORCE ALL 
RULES OF OPERATION.  AN ATTENDANT(S) WILL SET UP THE ROOM PRIOR TO THE DESIGNATED TIME ALLOWED 
FOR PREPARATION AND ASSIST WITH ADDITIONAL TASKS AS NECESSARY.  PLEASE REPORT ALL SPILLS AND ANY 
PROBLEMS TO THE ATTENDANT IMMEDIATELY. 
 
ROOM SET-UP AND SPECIAL REQUEST 
 
THE FACILITIES COORDINATOR MUST APPROVE DECORATIONS, SPECIAL REQUESTS, AND THE ROOM SET-UP 
DIAGRAM.  
 
A ROOM SET-UP DIAGRAM IS DUE 30 DAYS PRIOR TO THE EVENT (A FLOOR PLAN OF THE ROOM WILL BE 
INCLUDED IN THE RESERVATION PACKET ONTO WHICH YOU CAN SKETCH YOUR DESIRED ROOM SET-UP).  A 
FACILITY ATTENDANT WILL SET-UP ALL TABLES AND CHAIRS, IN ACCORDANCE WITH YOUR SET-UP DIAGRAM, 
BY THE TIME THE PROGRAM/EVENT BEGINS.  THIS DOCUMENT WILL BE DUE 30 DAYS PRIOR TO THE EVENT.  
FAILURE TO RECEIVE A ROOM SET-UP DIAGRAM WILL RESULT IN NO SET-UP BEING PERFORMED. 
 
IF THE PREMITTEE SHOULD FOR ANY REASON BE UNAVAILABLE DURING AN EVENT.  IT IS HIS/HER 
RESPONSIBILITY TO NOMINATE A REPRESENTATIVE TO ACT AS A POINT OF CONTACT SHOULD CITY STAFF HAVE 
ANY QUESTIONS OR CONCERNS IN REGARDS TO THE EVENT. 
 
THE CITY OF SUNNYVALE DOES NOT GUARANTEE THAT THE LAKES OR STREAMS AT THE PARKS WILL BE 
OPERATIONAL DURING AN EVENT. 
 
CLEAN-UP RESPONSIBILITIES 
 
THE USER IS THE RESPONSIBLE FOR RESTORING THE FACILITY TO ITS ORIGINAL CONDITION PRIOR TO USAGE 
AND TO THE SATISFACTION OF EVENT STAFF. THE CITY OF SUNNYVALE WILL FURNISH NORMAL CLEANING 
SUPPLIES SUCH AS TRASH BAGS, MOPS, AND SPONGES.  STAFF WILL BE PRESENT AND PROVIDE GUIDANCE 
ON THE NECESSARY FUNCTIONS THAT NEED TO BE PERFORMED PRIOR TO VACATING THE FACILITY. 
 
IT IS THE USER’S RESPONSIBILITY TO CLEAN ALL TABLES AND CHAIRS BEFORE STAFF REMOVES THEM FROM 
THE FACILITY.   
 
A CLEAN-UP RESPONSIBILITY POLICY FORM WILL BE PROVIDED WHEN THE RESERVATION IS MADE AND ON 
THE DAY OF THE EVENT.  THIS FORM CAN BE USED AS A CHECKLIST TO ENSURE THAT THE USER ADHERES TO ALL 
CLEAN-UP RESPONSIBILITIES.   
 
THE PERMITTEE IS PROVIDED 1 HOUR AFTER THE EVENT’S SCHEDULED CONCLUSION TIME TO CLEAN THE 
FACILITY.  THIS TIME IS USED SPECIFICALLY TO CLEAN.  ALL OTHER ACTIVITIES ASSOCIATED WITH THE EVENT 
MUST STOP. 
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PRIOR TO VACATING THE FACILITY THE USER MUST CHECK-OUT AT THE FRONT COUNTER AND VERIFY WITH 
STAFF THAT THE CONDITION OF THE FACILITY IS SATISFACTORY.  THIS, HOWEVER, WILL NOT GUARANTEE THAT 
THE DAMAGE DEPOSIT WILL BE REFUNDED IN FULL. 
 
SHOULD THE FACILITY BE VACATED PRIOR TO RESTORING THE FACILITY TO ITS ORIGINAL CONDITION, THE 
PERMITTEE WILL BE CHARGED ONE HOUR OF RENTAL FEES FOR EACH 15 MINUTES THAT STAFF IS NEEDED TO 
RETURN THE BUILDING TO A SATISFACTORY CONDITION. 
 
GENERAL REGULATIONS 
 
EACH GUEST AT AN EVENT MUST OBEY ALL APPLICABLE CITY, STATE AND FEDERAL RULES, ORDINANCES, 
LAWS AND REGULATIONS. ANYONE VIOLATING THE ESTABLISHED RULES AND REGULATIONS OR 
CONSTITUTING A PUBLIC NUISANCE MAY BE REQUIRED TO LEAVE THE FACILITY AND YOUR DEPOSIT MAY BE 
WITHHELD.  FAILURE TO OBEY THE RULES AND REGULATIONS MAY RESULT IN CANCELLATION OF YOUR PERMIT.  
ADDITIONALLY, YOU MAY BE ASKED TO LEAVE THE FACILITY AND/OR BE SUBJECT TO LEGAL ACTION. 
 
THE PERSON OR ORGANIZATION TO WHOM THE PERMIT IS ISSUED ASSUMES ALL RESPONSIBILITY FOR USE OF 
THE FACILITY.  PERMITS CANNOT BE TRANSFERRED, ASSIGNED OR SUBLET.  THE PERMIT HOLDER OR THEIR 
DELEGATE MUST BE IN ATTENDANCE AT ALL TIMES. 
 
YOU MAY PARK ONLY IN DESIGNATED PARKING AREAS, AND MUST COMPLY WITH ALL ZONING AND TRAFFIC 
ORDINANCES. 
 
THE ROOMS RESERVED EXCLUSIVELY FOR YOUR ACTIVITY ARE INCLUDED ON YOUR PERMIT.  YOU MAY NOT 
USE OTHER ROOMS OR RESERVABLE PICNIC AREAS IN THE PARK. 
 
THE CITY HAS THE RIGHT TO ASSIGN A STAFF MEMBER TO SUPERVISE THE EVENT. 
 
THE CITY RETAINS THE RIGHT TO PROHIBIT EXCESSIVELY LARGE AUDIO EQUIPMENT THAT MAY BE CONSIDERED 
A NUISANCE OR DISTURBANCE TO THE SURROUNDING COMMUNITY.  EQUIPMENT THAT MAY CAUSE POWER 
FAILURE TO THE FACILITY WILL BE PROHIBITED. 
 
GAMBLING IS PROHIBITED.  GAMBLING IS DEFINED AS: “GIVING OF VALUE FOR THE POSSIBILITY OF 
OBTAINING THE OPERATION OF AN ELEMENT OF CHANCE.” 
 
COMMERCIAL OR PROFIT-MAKING ACTIVITIES ARE NOT ALLOWED.  YOU MAY NOT CHARGE ADMISSION 
FEES, SELL PRODUCTS, OR SOLICIT DONATIONS WITHOUT PRIOR SPECIAL APPROVAL BY THE DEPARTMENT 
DIRECTOR OR THE ASSIGNED REPRESENTATIVE. NO SOLICITING IS ALLOWED IN OR AROUND THE PARK 
BUILDING 
 
NO AMPLIFIED MUSIC OR SPEECHES ARE ALLOWED OUTSIDE THE BUILDING. 
 
SMOKING IS PROHIBITED WITHIN TWENTY FEET OF ANY ENTRANCES, EXITS, OR OPERABLE WINDOWS.  
 
SPECIFIC FIRE CODE REGULATIONS MUST BE FOLLOWED FOR CANDLE USAGE.  NO OPEN FLAMES ALLOWED.  
PLEASE CALL THE RESERVATION OFFICE FOR FURTHER DETAILS. 
 
THE DISPLAY OF BANNERS AND/OR SIGNS IS PROHIBITED. 
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NO CONFETTI OR GLITTER IS PERMITTED IN OR AROUND THE FACILTY. 
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THE CITY OF SUNNYVALE IS NOT RESPONSIBLE FOR ACCIDENTS, INJURY, ILLNESS, OR LOSS OF GROUP OR 
INDIVIDUAL PROPERTY. 
 
PROOF OF INSURANCE MAY BE REQUIRED, DEPENDING ON THE TYPE OF EVENT. 
 
BIRDSEED MAY BE THROWN OUTSIDE THE PARK BUILDING AT WEDDING RECEPTIONS; NO RICE IS ALLOWED. 
 
PLEASE DO NOT OFFER GRATUITIES TO CITY EMPLOYEES AS THEY HAVE BEEN INSTRUCTED NOT TO ACCEPT 
THEM. 
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- C I T Y  O F  S U N N Y V A L E -  
CLEAN-UP RESPONSIBILITY POLICIES-PARK BUILDING 

 
550. Remington Drive 

P.O. Box 3707 
Sunnyvale, CA 94088-3707 

(408) 730-7335 
 
These guidelines will serve to highlight the responsibilities on the part of both Sunnyvale City staff and the 
user. 
 

STAFF 
The City of Sunnyvale does provide staffing for events.  The primary function of the staff is to open and lock 
the facility, set-up all tables and chairs prior to an event, and to remove all tables and chairs following an 
event.  They will be responsible for light clean-up services only. The facility attendant(s) will provide you with 
guidance for all of the items listed below.  They will also provide any clean-up materials to aid in cleaning, 
such as brooms, mops, and trash bags. During the duration of the event, if a situation comes up where a 
facility attendant(s) is needed, then he can be reached by cell phone or pager, which is given to the user 
at the beginning of the event. 
 

USER 
The user bears the responsibility of leaving the facility in the same condition as it was found.  Failure to 
comply will lead to forfeiture of all or part of the permittee’s damage deposit. 
 
In Order to ensure a full reimbursement of a damage deposit, the user must meet the following criteria: 
 
         Floors are swept and mopped (if necessary) and restored to the same conditions at the start of the 

event 

         All bottles, cans, cups, etc. are removed from the premises 

         Tables and chairs wiped clean of food and beverage spills 

         Any “wet spill” on floor mopped (wet spills must be addressed at the time they occur) 

         Trash bagged and transferred to the designated area 

         Kitchen area clean and cleared of any food or debris 

         Patio (if applicable) area clean, including the removal all cans, bottles, cups, etc  

 
Additionally, events must conclude to the time specified on the Reservation Contract.  The City of 
Sunnyvale does not permit adding additional time to a function the day of the event, however if time does 
exceed beyond the designated time, all or a portion of the user’s damage deposit will be withheld.   
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Before departing, it is of utmost importance that the user checks with the staff supervisor to ensure that the 
facility is in fact “clean.”  This will aid, however not guarantee, in insuring the entire amount of the damage 
deposit is reimbursed to the permitee. 
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