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THE FOLLOWING PROCEDURES WILL BE FOLLOWED IN PROCESSING REQUESTS TO CONDUCT SPECIAL EVENTS/USES IN COUNTY PARK FACILITIES.

1) The special event application should be completed and sent to the Park District with a $150.00 non-refundable processing fee, and a complete narrative description of the proposed event.  The narrative will need to include the program objectives (activities), a summary of experience in promoting this type of event, what park and area that will be used, times and dates of event, proposed fee structure, marketing plan (how it will be advertised), insurance coverage, logistical matters – fire and police protection, parking arrangements, restroom facilities, first aid facilities, communications, estimated attendance, items to be sold, map and layout of event.  The application must be received 7 months prior to the scheduled event in order to submit to the General Manager for tentative approval.   (Incomplete application packages will not be submitted for review)
NOTE:  If this is a MAJOR EVENT of five thousand (5,000) or more may be expected to be in attendance at any one time the application must be submitted 9 months prior.

2) Once it has been tentatively approved the applicant will be contacted and given a detailed breakdown of costs and any additional information required, prior to completing and signing the Concession Agreement.
3) Once signed Concession Agreement is returned it will be submitted to the Board of Directors for final approval.  At this time all INSURANCE and PERMITS for this event will need to be submitted with agreement. This process of approval may take up to 60 days for final review and approval.
4) The proposed event may not be promoted or advertised nor may tickets be sold for the event prior to the applicant receiving final Board of Director’s approval and a permit being issued by the Planning Department Director, if required.

Should you have questions, please contact Vanessa Garcia (951)955-4303
Riverside County Park District

4600 Crestmore Rd, Riverside, California 92509
