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Guidelines, Rules and General Information for Planning Events 
The City of Magnolia would like to thank you for choosing Unity Park for your event.  Our award winning Unity Park provides a venue that hosts weddings and all sorts of different special events. Our fees and guidelines have been designed to maintain high quality standards to be a good steward of our taxpayers’ trust and funds.

All forms are downloadable from our website:  www.cityofmagnolia.com at the bottom of the “Unity Park” page. 
Please complete the “Reservation Application” applicable to the size of your event as completely as possible in order for us to best determine your needs. It has been designed to help guide you through the planning process.  If a section of this application does not apply to you, you may mark “not applicable” (N/A) on the application.

Please note that the event organizer is responsible for any applicable deposits, fees and wages for all City services.  In addition, a fee is also charged for lost or damaged items and/or property owned by the City.

Thank you for your interest in Magnolia and good luck with your event!

GENERAL INFORMATION FOR EVENT ORGANIZERS
We want your event to run smoothly and be enjoyable to you and your guests.  Allow yourself enough time to plan and work through all of the details. Hosting a successful event requires preparation.  With that in mind, and being respectful of our community’s investment in this facility and a good steward of our taxpayers’ dollars, we offer the following guidelines:

1. KEY TIME FRAMES:

a. Please submit your “Reservation Application” with all required paperwork a minimum of 30 days prior to your event date.  The Park is reserved at a first come - first serve basis with priority consideration going to City of Magnolia residents.

b. Please call City of Magnolia at (281)356-2266 - Option 2, at least 3 weeks prior to the event.   
c. If your event requires closing streets, amplified sound or parades, separate applications are required for each.  Submitting these completed applications at least 30 days prior to the event should provide appropriate time necessary to recommend and seek City approval.

d. Applications and payment for Temporary Food Service licenses are due no later than 10 days prior to the event to the Montgomery County Health Department.

e. Applications and payment for the Texas Alcohol Beverage Commission (TABC) Alcohol licenses are due 10 days for application process to the TABC/Compliance, Enforcement and Licensing Personnel.
2. EVENT PLANNING RESPONSIBILITIES:
A.  Event Organizer:          

· Download the applicable “Reservation Application” for your large or small event at www.cityofmagnolia.com - “Unity Park,” or contact City of Magnolia at (281)356-2266 Option 2.
·    Provide the completed and signed “Reservation Application,” along with fees/deposits, certificate of insurance if applicable, copy of 501(c)(3) non-profit tax exemption if applicable, and/or Medical Trust Fund account documents from a bank, if applicable.
· Notify City of any changes in event information previously provided.
· 
Check with vendors/entertainers/ for their electrical needs.  This will possibly prevent power outages during the event. Ensure electrical lines are secured and protected from public at all times.
· Ensure that all vendors selling food products are licensed with the County 
Health Dept.  All permits must be applied for at least 10 days in advance of 
the event.
· Vendors who are selling only canned or bottled water or soda are not required 
to obtain a health permit.
· Designate a set time for all vendors to arrive at the event site. Ensure this time 
frame matches your application set-up times.
·  
Provide solid waste disposal. It is recommended that you provide a garbage container for every food vendor.
· 
Grease Disposal – (two options):
                        l.  Vendors haul away grease waste;
                        2.  Event Organizer provides grease removal service.
· 
Vendors using grease-producing equipment must provide some type of absorbent material under equipment, i.e., ground cover such as cardboard, carpet or roofing paper.

· Ensure that all cooking equipment is protected from public access.
· Vendors who have cooking equipment are required to have a fire extinguisher on site during the event.
·      If applicable:

· Contact Montgomery County Environmental Health Department at (936)539-7839 for food service license.
· Contact the local TABC/Compliance, Enforcement & Licensing 
Personnel office at (936)756-0050 for a TABC license.
· Make necessary arrangements for any liability insurance coverage and 
send copy to: dhurley@cityofmagnolia.com. 

· Contact City of Magnolia Police Department at (281)356-2500 for security estimate and availability.
· Contact portable toilet vendor, if required.
1. Submit application for street closures, amplified sound or parades to Interim City Secretary in person or email to:  dhurley@cityofmagnolia.com.
            B.  CITY OF MAGNOLIA RESPONSIBILITIES:

· Provide instructions, applications, and rules.

· Collect information from event organizer about event.

· Review event application with event organizer, and verify appropriate forms and 
processes are received.

· Seek input from the necessary City departments regarding elements such as street 
closures, amplified sound, parade routes, security, trash collection and fire 
controls, if required, as necessary.

· Reserve facility based on specifications.
· Determine level of City support and applicable fees.
· Obtain copy of 501(c)(3) non-profit tax exemption and/or Medical Trust Fund 
account documents from a bank, certificate of insurance and “Indemnification and 
Hold Harmless Agreement”.

· Ensure facility is clean and ready for event.  Walk through with event organizer or 
representative.
            C.  UNITY PARK FEES:
Open area:  no fee, first come – first serve basis.  Posted park rules are expected to be followed or participants may be asked to leave by the designated City contact.

DEPOSIT:  A deposit shall be required to ensure that the facility is returned to the same or better condition in which it was found prior to use. The deposit may be refunded in part or in total upon inspection by the City.

Half Day Rental (4 hour minimum) …..
$250.00

Full Day Rental   ………………………
$500.00

**ALL DEPOSITS AND FEES MUST BE PAID PRIOR TO THE ISSUANCE OF A RESERVATION PERMIT**

SECURITY DEPOSIT:  
A deposit is required, per event, to ensure that the facility is returned in the same or better condition in which it was prior to use. The deposit may be refunded in part or in total upon inspection by City staff.

Half Day Rental (4 hour minimum) ……………...
$250.00

Full Day Rental   …………………………………
$500.00
*Start/finish time will include all necessary set up, break down and clean up*

FEE SCHEDULE:                                                    Half Day    NonProfit   Full Day    NonProfit
Amphitheater only……………………………...
$  75.00      
$   37.50    $  150.00
$  75.00
Pavilion only……………………………………    
$200.00      
$ 100.00
$  400.00
$200.00
½ area of Pavilion only………………………....    
$100.00
$   50.00
$  200.00
$100.00
       (with serving area)………………………….
$300.00      
$ 150.00
$  500.00
$250.00
Amphitheater, Pavilion and serving area……….    
$375.00     
$ 187.50
$  650.00
$325.00
EntirePark……………………………………....   
$750.00     
$ 375.00  
$1500.00
$750.00

Cook-off grounds.................................................          N/A 
    N/A
$  200.00
$100.00
*Nonprofit organizations must provide proof of IRS nonprofit status.

*Residents not residing within city limits add an additional $20.00.
RESERVATION CANCELLATION:

One-half (1/2) of the deposit will be forfeited if a reservation is cancelled before the 10th day preceding the reserved date. If the reservation is cancelled on or after the 10th day proceeding the reserved date, the entire deposit will be forfeited.

SECURITY:
Numbers and type of event will determine the appropriate security ratio. Procedure must be approved and signed off by the City of Magnolia Police Dept.

GENERAL PARK RULES
Park hours:  7:00 am to dark

The following rules apply:

· No alcohol

· No excessive noise.
· No loud, obscene or abusive language.
· No roller skating, scooters, bicycles or skateboarding inside the pavilion.
· No bicycles on skateboard park.

· No 4-wheelers, motorbikes, ATV’s, dirt bikes, etc.

· No swimming in ponds/streams.
· No fireworks.
· No open fires are allowed (except in barbeque pits/grills).
· No harming of wildlife.
· No hunting.

· No soliciting.
· No horses.
· No glass containers.
· No selling of goods or services.
· No abandoned vehicles.
· No smoking in restricted areas.
· No concessions/selling food (or any other items).
· No display or use of firearms.
· No camping or overnight events.
· No dumping.
· Children 13 years of age or under must be under parental/adult supervision at all times.

· All pets must be on a leash at all times and all pet waste must be picked up and properly disposed of.
· No vehicles off pavement.
· No destruction of vegetation.
· No posters, banners, signs or other devices will be allowed to be displayed or posted on park fixtures using tacks, nails, staples, tape or other fastening methods.
· Items are prohibited from being driven or staked into the ground.
· All litter and debris from an event must be removed from rented areas, landscaping, and surrounding areas. If trash will not fit into the trash receptacles at the park, it must be removed.

· The park grounds are public areas. The City will not restrict others from entering the park, as long as they are not in the reserved rented area and not interfering. 

· Non-profit organizations must provide proof of 501(c)(3) non-profit tax exemption and/or Medical Trust Fund account documents from a bank. Lessee cannot charge an admission fee for the event. No soliciting of park users who are not participating in the event. 

· All applications are subject to City staff approval.
PARKING
Parking is available in designated parking areas only. Vehicles parked in unauthorized areas are subject to towing at the owner’s expense.

INSURANCE
Lessee agrees that for any event in which amusement equipment is used such as moonwalks, dunking booths, pony rides, etc., Lessee will provide a copy of insurance liability certificates from the amusement company in which Lessee is renting the equipment. A copy must be provided to reservation staff prior to issuance of a permit.

· A certificate of insurance ($1,000,000 single limit coverage) naming the City of Magnolia as additional insured must be provided at the time a permit is issued.

· Approval, disapproval, or failure to act by City regarding any insurance supplied by Lessee shall not relieve Lessee of full responsibility or liability for damages and accidents as set forth in the Rental Agreement. 
INDEMNIFICATION

Licensee agrees that it will indemnify and save the City of Magnolia harmless of, from and against any and all claims, demands, actions, damages, losses, costs, liabilities, expenses and judgments recovered from or asserted against the City of Magnolia on account of injury or damage to persons or property to the extent that any such damage or injury may be incident to, arise out of, or be caused, either proximately or remotely, in whole or in part, by an act omission, negligence or misconduct on the part of the City of Magnolia or any of its agents, servants, employees, contractors, patrons, guests licensees or invitees or of any other person entering upon the premises with the express or implied invitation or permission of licensee, or when and such injury or damage is the result, proximate or remote, of the violation by licensee or any of its agents, servants, employees, contractors, patrons, guests, licensees or invitees of any law, ordinance or governmental order of any kind, or when any such injury or damage may in any way arise from or out of the occupancy or use by the licensee, its agents, servants, employees, contractors, patrons, guests or invitees.  Licensee further expressly covenants and agrees to protect, defend, indemnify and hold harmless the City of Magnolia from all claims based upon alleged joint and/or concurrent negligence of the City of Magnolia and Licensee arising out of or incident to be made to any litigation commenced by or against licensee or relating to this license or the licensed premises, then licensee shall and will pay all costs and expenses including reasonable attorney’s fees and court costs, incurred by or imposed upon the City of Magnolia by virtue of any such litigation.

