
 

 

Office of the City Manager 
 City of Richland Hills, Texas 
 

Memorandum 
To:          Honorable Mayor Bill Agan and members of the Richland Hills City Council 

From:      Curtis E. Hawk, City Manager 

Date:          May 16, 2013   

Subject:   Amendment to Community Center/Pavilion Reservation Application and Fee 

Schedule.   

City Council Action Requested: 

Consider Approving New Community Center  and Pavilion Reservation Application and 

amending Fee Schedule by amending Section 5 of Facility Rental Policy as set out 

below.     

 

Background Information:  

Currently a separate reservation application form is required for the Community Center 

and the pavilions at Creek Trail Park and Rosebud Park. The current reservation form at 

the Community Center has a requirement to “List name, address, and phone number of 

two responsible adults not living at your address and who will be present at the event at 

all times other than yourself.”  Although I am not sure of the genesis of this requirement, 

it serves no practical purpose and it presents a number of problems to the extent that it 

needs to be removed. The proposed new application form attached below eliminates 

this requirement, and can be used for the Community Center and the two pavilions.  

 

The fee schedule for the facilities has not changed since approved by Council on 

September 9, 2008 with the adoption of the Facility Rental Policy.  The policy provides 

in Section 5. Rent/Deposit Exemption as follows:  Senior Citizens and non-profit 

organizations whose focus is to benefit the local community shall be exempt from 

having to pay the rent and deposit specified herein, but such renters shall otherwise  be 

required to comply with all the other terms and conditions of this policy.  
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The Facility Rental Policy and the resulting fee schedule are in need of substantial 

review and, potentially, updating to reflect current need for facility usage and an 

equitable fee structure. This shall be undertaken concurrent with the development of the 

Proposed FY 2013-14 Annual Operating Budget and is not the subject of the request 

now before City Council. 

 

There have been a number of situations where questions have arisen regarding use of 

the Community Center by city staff, city board members, and members of the City 

Council for events designed to benefit the community, but not part of an official, 

scheduled city event.  It is staff’s belief that it is in the best interest of the City of 

Richland Hills and the community to extend the exemption in Section 5 of the Facility 

Rental Policy to these city officials.  

 

Staff recommends Council approve the new combined Community Center and Pavilion 

Reservation Application attached hereto, and to provide the exemption to city officials in 

“Section 5. Rent/Deposit Exemption” by amending the section as follows:  

 

Section 5. Rent/Deposit Exemption. City Officials, Senior Citizens and non-profit 
organizations whose focus is to benefit the local community shall be exempt from 
having to pay the rent and deposit specified herein, but such renters shall otherwise be 
required to comply with all the other terms and conditions of this policy.  

 

All other provisions of the existing policy and fee schedule will remain in place until 

further action is requested.  

 

Board/Citizen Input: 

N/A 

 

Financial Impact: 

Negligible  
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Staff Contacts:  

Curtis E. Hawk, City Manager 
817-616-3806 
chawk@richlandhills.com 
 
 
Attachments:  

Proposed Community Center and Pavilion Reservation Application 
Existing Community Center Reservation Application 
Facility Rental Policy (Approved September 9, 2008)   
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CITY OF RICHLAND HILLS RESERVATION FORM 
 

Please check the facility you would like to reserve: 
 
_____ Community Center  
 
_____ Pavilion at Creek Trail Park 
 
_____ Pavilion at Rosebud Park 
 

 
  

 
 
 

 
Date of Application ______________________ Driver’s License Number __________________________ 
 
Name of Person Reserving the Facility ______________________________________________________ 
 
Name of Organization ___________________________________________________________________ 
 
Address ____________________________________City _______________________Zip ____________ 
 
Telephone (home) ____________________ (Work)____________________(Cell)___________________ 
 
Type of Function________________________________________________________________________ 
 
Approximate number of guests _____________________________________________________________ 
 
Date of Reservation___________________________  Rental Due _________________________________ 
 
Time of Reservation _____________________________________________________________________ 
 
Emergency Contact (someone who will be at the event or available in case of an emergency): 
 
Name: ________________________________________________________________________________ 
 
Phone: ________________________________________________________________________________ 
 
I have read the rules and regulations attached to this reservation application and agree to abide by them. 
 
________________________________________  ______________________________________ 
(Signature)       (Printed Name) 
 
Reservation approved by: _________________________________________________________________ 
 
 

 

For office use only: 

 
Deposit Receipt# _____________________     Deposit Refund Requested _______________________ 
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