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NEWTON PARKS, RECREATION & CULTURE

246 Dudley Road, Newton, MA 02459
Office: (617) 796-1500

Fax: (617) 796-1512

TDD/TTY: (617) 796-1089


Building Rental Reservation Application

Instructions: During times when Parks, Recreation & Culture buildings are not occupied with regular scheduled programs and events, the public or organizations may request a rental reservation. Fill out this application and return to the department office or email to parks@newtonma.gov. Your application will be sent to the appropriate building manager. Please send in your request no sooner than 10 business days before the date of the requested rental. 

Full Name (or Organization): ______________________________
Address: ______________________________________________
Phone Number: _________________________________________
Person in charge during the event/rental: ______________________
Cell Phone #: ____________________________________________
Contact Email Address: ____________________________________
Brief Rental Description: ____________________________________________________________________________________________________________________________________________________________________
Program Type: Youth / Adult (Circle One) 

Total Number of Estimated Participants: _______________

Facility/Building Requested: ______________________________________________
Area(s)Requested: ______________________________________________________
Estimated Program Time(s) & Day(s): __________________________________
Start & End Dates: _______________________________________
Recurring Rental?  YES / NO

Other Information: _______________________________________________

Applicant Signature: _________________________________ Date: _________________________
By signing and submitting this application the applicant and all associated staff and participants agree to the attached terms and conditions. The Building Manager reserves the right to apply additional terms based on the nature of the rental. 
​​​​​​​​​​​​__________________________________________________________________________________

Office use only below this line
Date Received: ______________
Rental Approved? YES / NO
Building Manager: _______________________ Signature: ____________________ Date:________

Fee Breakdown: _____________________________________________________________________
The Fee shall be paid in full to the Department office before the start of the rental. Checks made payable to the “City of Newton”

*City Departments, Councilors, and Neighborhood groups no charge if during normal hours of operation

Total Fee Assessed: 
Release of Liability:
Renter agrees to forever release, acquit, discharge and covenant to hold harmless the City of Newton, its successors, departments, officers, employees, servants and agents, of and from any and all actions, causes of actions, claims, demands, damages, costs, loss of service, expenses and compensation on account of, or in any way arising out of, directly or indirectly, all known and unknown personal injuries or property damages which Renter may now or hereafter have, and also all claim or rights of action or damages hereafter may acquire, either before or after execution of this Agreement. Renter agrees to protect the City of Newton and its successors, departments, officers, employees, servants and agents against any and all claims for damages, compensation or otherwise growing out of or arising from injury in connection with this Agreement and to indemnify, reimburse, or make good to the City of Newton or its successors, departments, officers, employees, servants and agents any loss or damage or cost, including attorney’s fees, the City of Newton or its representatives may have to pay if any litigation arises in connection with this Agreement.

Rules & Regulations

• The person whose signature appears as applicant shall be responsible for the conduct of the group as well as for payment of fees. 

• Any furnishings moved by users must be returned to their original positions. Groups are responsible for leaving the room in the condition in which it was found. Setup Renter is responsible for set up and break down for the event. Set up may not take place before the start time listed above. No open flames within 50 feet of City Hall are permitted. Confetti, glitter, rice, birdseed, flower petals, sparklers or smoke machines are strictly prohibited. 

• Smoking or the use of tobacco products in the building or within 50’ of the building is prohibited. 

• Additional fees may be assessed for custodial services for additional set up or break down if renter exceed their contractual times. 

• Neither the sale nor the use of alcoholic beverages will be permitted in the building or on the grounds. 

• The applicant agrees to reimburse the City for any damage which may be done to the building or its contents. 

• Cancellations: no refunds for cancellations unless the reservation is cancelled with notification at lease 5 business days of the event. Refunds will be issued as a check regardless of original payment type.
• In case of snow, buildings will not be available for permitted use until after the parking lots have been cleared of snow. In the case of a major snowstorm permitted use is cancelled when schools are closed; fees are fully refunded. 

• Please support the City of Newton’s recycling efforts. Place paper, plastic, and metal. in the appropriate containers. 

• If food is served all food must be either removed from the property or thrown into the trash bins at the conclusion of the event.
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