
VILLAGE OF BRIARCLIFF MANOR RECREATION DEPARTMENT 
3 Library Road, Briarcliff Manor, NY  10510     Phone: (914)-941-6560   Fax: (914)-944-2748 

 

RECREATION CENTER - USE APPLICATION 
 
 

DATE(S) REQUESTED: __________________________________________________________________     
 

ARRIVAL TIME: _______________ DEPARTURE TIME: _______________ TOTAL HOURS: __________** 
 

                 ** NOTE:  Time of use must include any set-up time required as well as adequate time for post-event clean-up. 
 

NAME of INDIVIDUAL, GROUP or  
ORGANIZATION REQUESTING USE: _______________________________________________________ 
 

NAME of PERSON of RESPONSIBILITY: _____________________________________________________ 
 

ADDRESS: _____________________________________________________________________________ 
 

CONTACT INFORMATION: (Home Phone) _______________________  (Cell) ______________________     
 

(Work Phone) ____________________________  (E-Mail) ________________________________________ 
 

PROPOSED USE: ________________________________________________________________________ 
 

SPECIAL REQUESTS: _____________________________________________________________________ 
(Kitchen use, special equipment, etc.) 
 

WILL FOOD BE SERVED?   NO_____  YES_____  IF YES, BY WHOM?______________________________ 
 

EXPECTED ATTENDENCE:   ADULTS _________  MINORS _________     TOTAL: _______________  
 

HOW MANY NON-RESIDENTS?      ADULTS _________  MINORS _________      
 

WILL THERE BE A FEE CHARGED TO ATTENDEES?    NO _____   YES _____   If YES, what is the  
 

intended use of the proceeds? _______________________________________________________________ 
 

WILL ALCOHOL BE SERVED?      NO _____   YES _____    If YES, complete separate alcohol permit application. 
  
The undersigned is over 21 years of age, and in consideration for permission to use the Briarcliff Recreation Center agrees to abide by the fee structure 
and rules printed on the back of this form.  The applicant agrees to be responsible to the municipality for the use and care of the facilities.  He/she does 
hereby covenant and agrees to defend, indemnify and hold harmless the Village of Briarcliff Manor, its employees, and all related officials from and 
against any and all liability, loss, damages, claims, or actions (including costs & attorneys fees) for bodily injury and/or property damage, to the extent 
permissible by law, arising out of or in connection with the actual or proposed use of the Briarcliff Recreation Center.  
 

DATE____________________            ___________________________________________ 
                       (Signature of Applicant / Person of Responsibility) 
 

METHOD OF PAYMENT:        �  CASH    �  CHECK # __________           �  MasterCard / VISA  **   
 

Checks payable to: Village of Briarcliff Manor ($20 fee for returned checks).  ** Complete Credit Card information below (shredded after processing)** 
 

***   In order to receive a date commitment, the appropriate fees must accompany the application.   *** 
_________________________________________________________________________________________________________________________          

 

OFFICE USE ONLY BELOW THIS LINE  – TO BE COMPLETED BY THE SUPERINTENDENT OF RECREATION or AUTHORIZED DESIGNEE 
 

REQUESTED USE IS:     APPROVED __________        REJECTED __________              DATE ___________________ 
 

FEES CHARGED: ____________________________________________________________________________________________ 
 

COMMENTS / NOTES: ________________________________________________________________________________________ 
 

___________________________________________________________________________________________________________ 
 
Receipt #_______________   Date:_______________ 
        ________________________________________________________ 
Amount:  _______________  Insurance:    YES      NO                   Superintendent of Recreation or Designee 
 

***************************************************************************************************************************** 
Credit Card #:  ______________________________________ Exp. Date: ___________ Cardholder Signature: ________________________________ 

Activity #9500                                                                        Revised Jan. 2012 
      



RECREATION CENTER USE GUIDELINES 
 

1. Use of the Recreation Center is limited to the dates, times & purposes requested and approved on this application.  
 

2. Individuals and groups using the Recreation Center are responsible for their own set-up and clean-up.  A facility use supervisor, 
assigned by the Village, will be on duty during your use to assist you and to ensure that your use is consistent with your approved 
application and Village policies.   

 

At the conclusion of your use, the supervisor is required to perform a walk-through of the building with you to be sure it is left clean 
and in order.  A copy of our Facility User’s Checklist has been provided to you for your information and reference.  Please be sure 
to obey any and all directions given by our supervisor.  Failure to leave the building in a clean and neat condition may result in 
additional cleaning charges being assessed to you, the user of the facility. 

 

3. By accepting use of the Center, you also accept responsibility for any and all damages to the premises sustained during your use. 
 

4. The person who signs this application is responsible to maintain proper conduct of all those attending the function, both in the 
Center and on the surrounding grounds.  

  

Note: -  Due to the residential location of the Recreation Center, no one is permitted to “hang out” in front of the building. 
 -  Smoking is prohibited inside the Recreation Center 

 

5. As per the applicable fire code, the maximum occupancy is as follows: 132 persons for assembly only (chairs only) 
        88 persons when food is served (tables & chairs) 

 

6. The following will be available for your use:  13 - 6’ x 30” Tables          70 - Chairs          2 - 42” Round Tables 
 

7. Please inform your guests of the location of the fire exits as noted by the signs posted near the center’s various doorways. 
 

8. Please direct your guests/attendees to park only in designated paved parking areas along the park entrance road and in the 
Chilmark Park parking lot.  NO PARKING is permitted on the grass areas in the park or in front of the building on Macy Road.  
Please obey all traffic and parking signage in the area. 

 

9. Cooking is not permitted on the premises.  The kitchen is equipped with a stove and a microwave oven which may be used to 
warm food. 

 

10. NO decorations may be taped, pinned, stapled, or affixed to the facility’s wallpaper or the floor.  Make sure helium balloons with 
ribbon are secure and will not become entangled in the main room ceiling fans.  All decorations and personal belongings must be 
removed from the facility at the conclusion of your use.   

 

11. If you are planning to serve alcoholic beverages at your function, a separate alcohol permit application must be completed and an 
additional $50.00 fee is required.  Under no circumstances may alcoholic beverages be sold.  All applicable state and local laws 
must be enforced. 

 

12. Fee Schedule: Hourly Rental Rate: $ 75.00 per hour   
Event Rental Rate: $ 250.00 first 4 hours, $50.00 per hour for each additional hour                         

 Alcohol Fee:  $ 50.00 per function with completed alcohol permit 
 

* The above fees are payable by cash, credit card, or check to the Village of Briarcliff Manor at the time of application 
 

13. Supervisor Fee: $75.00 per event up to 4 hours, $15.00 per hour for each additional hour. 
 

* This fee, if applicable, is due & payable by cash or check directly to the assigned Supervisor on the date of your use.   
 

14. The Recreation Department reserves the right to require a security deposit as a condition of use. 
 

15. Should your group have to cancel for any reason, please notify the Recreation Department as soon as possible.  Failure to do so 
will result in loss of future use privileges and a bill for our Supervisor’s time. 

 

16. The Recreation Department’s Building Supervisor has the authority to terminate a building use permit immediately.  Failure to 
abide by our rules or the directions of the Building Supervisor is grounds for immediate termination of your approved application. 

 

17. Insurance Requirements for Facility Users 
 

Individuals: Required Insurance:  Homeowners Insurance 
   Section Two - Liability: $100,000 limit of liability.  Policy shall not exclude the off-premises activities of the insured. 
 

Commercial Users:   The user hereby agrees to effectuate the naming of the Village of Briarcliff Manor as an unrestricted  
  additional insured on the user's policy.  User MUST provide an original ISO endorsement CG 2026 or its equivalent.            
 The policy naming the municipality as an additional insured shall: 
        *  be an insurance policy from an A.M. Best rated "secured" NYS licensed insurer; 

*  contain a 30-day notice of cancellation, and indemnify the Village for any applicable deductibles; 
           *  state that the renter's coverage shall be primary coverage for the Municipality, its Board, employees & volunteers. 
 

 Commercial General Liability Insurance:  Minimum $1,000,000 per occurrence/ $2,000,000 aggregate. 
 User acknowledges that failure to obtain such insurance on behalf of the Village constitutes a material breach of contract and 
 subjects them to liability for damages, indemnification and all other legal remedies available to the Village. The failure of the 
 Village to object to the contents of the certificate of insurance, or the absence of it, shall not be deemed a waiver of any and all 
 rights held by the municipality. 


