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City of Grand Rapids Equipment Rental Application
Welcome to the City of Grand Rapids Office of Special Events! Before you begin to fill out the application, please review the OSE Planning & Resource Guide. The Equipment Rental application along with a non-refundable, non-transferable $25 application fee is due no later than 30 days before the requested equipment rental date. Applications submitted less than 30 days before the equipment requested date are subject to a late submission fee.  Submitting the application in no way constitutes the City of Grand Rapids approval of the equipment rental. Outdated versions of the Event Rental Application and applications using “TBD” or that are not completely filled out will not be accepted. Please visit www.grandrapidsmi.gov/specialevents to review the Planning and Resource Guide before completing and submitting this application.

General Equipment Rental Information
· OSE equipment rentals must remain within the city of Grand Rapids.
· [bookmark: _Hlk169183348]City of Grand Rapids equipment is rented under a “You Break or Lose it, You Replace it” with the exact or better item agreement. Renters are responsible for the equipment from the time of delivery until the time of retrieval. 
· Overtime rates will apply for the rental of the Showmobile and any deliveries/retrievals outside business hours. 
· The Showmobile and stage do not come with a P.A. sound system or electricity; however, those items can be rented separately.  
· Requests for the Showmobile lights must be made prior to your event date.  
· Rental of the Showmobile, bleachers, and P.A. System requires a certificate of insurance listing the City of Grand Rapids as a “Loss Payee.” 
· The Showmobile, stages, City Logo Tents, and bleachers include setup and take down. All other equipment rentals are deliveries only.  
· A $25.00 Application fee is due with the submission of this application. Checks should be made payable to the City of Grand Rapids.
· Equipment rental fees must be paid before the equipment is delivered. Fees are subject to change without notice. 






General Event Information

Name of Event 											     

Event Organization/Sponsor 										

Mailing/Billing Address 														Street 				City			 State/ Zip Code


Main Contact 						 E-mail 					

Mobile Phone 						 Business Phone 				

Rental Day(s)			____   Rental Date(s) 				_____________________

*Requested Delivery Day & Date: 						Time 			

*Requested Retrieval Day & Date: 						 Time 			

**Event Location: 											

Estimated Attendance: 	   ___   Event Website/Facebook Page: 			_________	

General Event Description  										

													

											_______________


Day of Contact 								 Title 			

Mobile Phone 				     Email 				________________	


Site Map and Equipment Placement 
Your application submission requires a site map detailing the rental equipment placement. Your site map must include the name of your event, site/location, and OSE equipment placement. Be sure the map demarcates major roads, cross streets, and landmarks. For more details, please visit the Planning and Resources Guide at grandrapidsmi.gov/specialevents. 

· My site map is attached to this application (Applications submitted without a site map with written details will not be accepted.)
· My site map demarcates the area where equipment will be placed


* Overtime charges may apply
** Must be within the City of Grand Rapids
Certificate of Insurance 
For questions regarding insurance coverage, please contact Risk Management at 616.456.3467

Insurance is required for Showmobile, PA System, and Bleacher rentals only. The certificate must be submitted 30 days before the equipment rental date.

I am renting this equipment with the understanding that if the equipment is damaged, lost, or destroyed while under my care, I or the organization I represent will replace the equipment with the same or better-quality item as agreed upon with the City of Grand Rapids. 	 Yes   	 No

· I have attached a Certificate of Insurance listing the City of Grand Rapids as the Loss Payee	
· I will be applying for the GatherGuard Program


Equipment Rental Agreement
Please see the OSE Planning & Resource Guide for requirements, https://www.grandrapidsmi.gov/Directory/Guides/Special-Event-Planning-and-Resource-Guide 

Equipment rental is based on availability by the application submission date. We do not guarantee recurring events will receive the same equipment from year to year. Please provide an accurate request for equipment rental, as you will be charged for any equipment that is loaded and delivered, whether you use it or not.  Additional fees may be charged for equipment ordered less than 14 days prior to the event or equipment taken outside of the City of Grand Rapids.  

Please contact the OSE to confirm delivery no later than 7 business days before your event. An OSE Equipment Aide will work with you to determine delivery/retrieval times based on availability.  The renter is responsible for the equipment from the time of delivery until the time of retrieval. Equipment rentals include delivery and pickup only, and a representative from your event is required to be present at delivery and retrieval. Equipment should be neatly stacked for pickup following your event.  OSE staff does not set-up or tear-down except for the Showmobile, stages, bleachers, and City Logo Tents (15’ X 15’). Overtime rates will apply for the rental of the Showmobile and any deliveries/retrievals outside business hours. 

Placement of equipment is determined based on your site map, and once set, additional labor fees may be charged if you require adjustments to the placement. Only gaffers or painters’ tape is allowed on the stage or equipment, and no paint of any kind can be used on any OSE equipment.  The OSE will inspect equipment upon retrieval, and repair costs will be billed to the applicant. Visit the Planning and Resource Guide: Equipment section for more information and guidelines regarding equipment. 

 Please note that outdoor games, like all our equipment, are rented based on availability. There is a maximum of 3 games rented per event.  Please fill in the “Quantity” column on the following page to specify your equipment rental needs. The inventory list may vary throughout the season based on damaged/lost equipment. 





Equipment List 

	Equipment
	Inventory
	Dimensions
	Rental Fee
	Quantity
	Notes

	Showmobile Stage
	2
	28’ x 14’ 6”
	$690
	
	

	Stage extensions (showmobile only; panels differ for each showmobile)
	19 or 9
	4’ x 8’
	$28.75 each
	
	

	Bleachers 180 seats
	6
	34’9” x 17’9” x 13’
	$575 each
	
	

	Bleachers 50 seats
	1
	15’ x 9’
	$287.50
	
	

	Bleachers 30 seats
	1
	15’ x 5’
	$287.50
	
	

	P.A. System (electric)
	2
	-
	$230.00
	
	

	P.A. System (battery)
	1
	-
	$230.00
	
	

	Podium
	2
	-
	$115.00
	
	

	Power Boxes (not a power source)
	17
	-
	$92 each
	
	

	Electric Cord Covers
	27
	20” x 36”
	$11.50 each
	
	

	Metal Crowd Control Fencing
	118

	4’x8’ sections

	$11.50/each or 
$805 for trailer
	
	

	Metal Crowd Control Fencing
	20
	4’X6’ sections
	$11.50 each
	
	

	Drum Risers
	9
	3’ x 5’ x 10’
	$17.25 each
	
	

	Stage Risers w/ stairs (2 minimum)
	4
	4’ x 8’ x 3’
	$46 each
	
	*only 1 set of stairs available

	Blue Grand Rapids City Logo Tents 
	10
	15’ x 15’
	$172.50 each
	
	

	Blue Tent Sidewalls (per kit)
	5
	7’ x 15’
	$57.50
	
	

	Pop-Up Tents 
	8
	10’ X 10’
	$57.50 each
	
	

	6’ Tables (10 minimum)
	66
	2’ x 6’
	$8.05 each
	
	

	Narrow Tables (10 minimum) 
	18
	6’ x 18”
	$8.05 each
	
	

	Round Tables (6 minimum)
	12
	60”
	$11.50 each
	
	

	Cocktail Tables (6 minimum)
	12
	32”
	$11.50 each
	
	

	Stacking Chairs (25 minimum)
	186
	-
	$1.15 per chair
	
	

	Black Folding Chairs (25 minimum)
	205
	-
	$1.15 per chair
	
	

	White Folding Chairs (25 minimum)
	82
	-
	$1.50 per chair
	
	

	Stanchions
	24
	-
	$11.50 each
	
	

	A-Frames Signs
	6
	-
	$5.75 each
	
	

	Hand Sanitizer Stand (comes with one bag inside)
	3
	-
	$51.75 each
	
	$40.00 per additional bag

	Easel
	2
	-
	$5.75 each
	
	

	OUTDOOR GAMES (Max. 3)
	
	
	
	
	

	Disc Golf
	1
	-
	$5.75
	
	

	Giant Wooden Yard Dice: Yardzee
	1
	-
	$5.75
	
	

	Giant Wooden Dominoes
	1
	-
	$5.75
	
	

	Tug-A-War Rope
	1
	-
	$5.75
	
	

	Spikeball Games Set
	1
	-
	$11.50
	
	

	Giant Checkers/Tic-Tac-Toe
	2
	-
	$11.50
	
	

	Giant Tumbling Blocks
	1
	-
	$17.25
	
	

	Classic Cornhole
	1
	-
	$23
	
	

	Giant Connect 4
	1
	-
	$23
	
	


*All fees are subject to change without notice
Equipment Rental Signature Sheet
By submitting this application, you acknowledge that you have read the Special Events Planning and Resource Guide, completed the rental equipment application in full, and are submitting the $25.00 non-refundable Application Fee and site map.

Submission of this application does not guarantee approval of your equipment rental. After reviewing your application, your organization may be asked to make some adjustments based on the availability of equipment and the scheduling of other events. You will receive an invoice via email at which time all application, rental, license, and permit fees must be paid to the City of Grand Rapids before your equipment rental date.

Your signature on this form also affirms that you understand that all equipment is rented under a “You Break It or Lose It, You Replace It” with the exact or better item agreement. Equipment rentals of the Showmobile, bleachers, and P.A. System also require a certificate of insurance listing the City of Grand Rapids as a “Loss Payee.”

Authorized Signature 							 Date 					





Optional Questions
Each year, we submit data internally that helps tell the story of the event organizer community we assist and serve. You can help us provide information by voluntarily sharing your responses to the questions below. These questions are not required; no names or personal information will be shared, and we will only reference them for internal purposes.
1. What gender do you identify as? _________________________________________________________
1. Which ethnicity do you primarily identify with? _____________________________________________
1. Do you reside in the City of Grand Rapids?   Yes    No If yes, which Ward do you live in? __________
1. Considering the event this application is for, are you an individual hosting this event or are you representing an organization/company? ___________________________________________________

Internal Use Only

Application Submission Date: ________________
Recurring _______	New Event _______
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