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Community Room Reservation Form 
AS OF APRIL 3, 2008 

Please read through form carefully to ensure understanding of policies.  
Complete this form and mail or fax to the attention of: 

Jen Patterson, Sales Assistant 
York City Ice Arena 

941 Vander Avenue, York, PA  17403 
717.848.1084, ext 109 717.854.2109 FAX 

jenpatersn@yahoo.com 
 

Completed form with signature is required for reservation of room 
 

Organization (if applicable): _________________________________________________ 

 
Event Contact Person:________________________________________________________ 

 
Address:_________________________________________________________ 
 
City:______________________State:________Zip:___________ 
 
Phone #:__________________   Fax #:____________________ 
 
Email Address:  ____________________________________________ 
 
Purpose of Event:___________________________________________ 
 
Estimated Attendance:________________     Date of Event:_________________ 
 
Start Time:____________    End Time:___________ 
 
      

Full Payment for the Room, Snack Bar Area, Bar Service  
and Bingo Equipment will be due before the Event 

 
$100 Security Deposit is required at the time of Booking the Room.  This is in Addition to the Room Rental Fees.  
This deposit will be returned to customer after the event as long as there is no damage, the Community Room 
Policies are followed and the Room is clean according to the guidelines in this contract. 
 
1-4 Hours:  $350______            5 + Hours:  $400_ ____  
 
$100-  Added for Wedding Receptions who request to have access to the Room the night before the wedding for 
set-up and decorating.  The time allotted for set-up and decorating would be 7-11PM. 
 
$100- Added to the Room Rental Fee for Events Continuing Past  the Following Rink Operating Hours:    
Sunday-Thursday: 11:00PM      or      Friday and Saturday: 12:00AM    $100_____ 
 

Check Here if the event is being held and paid for by A Non-Profit Organization__________ 
You will need to provide the rink with proof of 501-C3 non-profit status.   
 

Non-Profit/Rink Org.:  1-4 Hours:  $250______       5 + Hours:  $300______  
This rate also applies to Basket Bingo Events. 
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PUBLIC EVENTS: 
 

IF YOUR EVENT IS GOING TO BE OPEN TO THE GENERAL PUBLIC, PLEASE READ 
BELOW AND BE AWARE OF THE REQUIREMENTS: 

 

______My event is open to the general public, but there is no admission charge. 
 

______My event is open to the general public and attendees will purchase tickets or will be 
charged admission at the door. 

 

For any Public Event: RMSC, City of York, The York City Ice Arena and YCRC reserve the right to require 
the Customer to provide Security Personnel during Customer’s usage period and/or to develop and 

implement a Security Plan acceptable to RMS and/or the local Chief of Police.  Customer shall be solely 
responsible for all security costs.  Customer may be required to purchase insurance for the event at the 

discretion of RMSC, City of York, York City Ice Arena and YCRC. 
 

The Following Types of Public Events Will Require a Security Plan: 
“The Chiller” Events, Concerts, DJ Parties, Events for Teenagers and Young Adults or Events 
with Bar Service 
The Following Requirements Apply for Your Event: 

• You must have a Security Plan in place.  A copy of this plan must be provided to Jen Patterson and the 
York City Ice Arena at least 3 weeks before your event. The York City Ice Arena, RMSC and/or the local 
Chief of Police will review your Security Plan and provide approval or make recommendations.   We may 
ask for a revised plan if the one submitted is not adequate for the event.  We may require you to purchase 
Insurance for the event at the discretion of RMSC, City of York, York City Ice Arena, YCRC. 

 

If the requirements listed above are not met at least 3 weeks before the event, your event will not be 
permitted to take place in the Community Room.  These requirements are set forth by the City of York, Rink 
Management Services Corp. and YCRC.  We can provide a Security Plan Guidelines Sheet to assist you 
with designing your security plan. 

 

YORK CITY EMPLOYEE DISCOUNT: 
 

Employees of the City of York will receive a 15% Discount for Room Rental and After Hours Fee.  Does 
not apply to the Security Deposit, Bar Service, Bingo fees, etc.  The Discount will only apply if the York 
City Employee is the Customer renting the room, signing the contract and acting as the responsible party 
for the room rental.   
 

_______I  Certify that I am an Employee of the City of York.    Department:________________________ 
 

Your Direct Supervisor:____________________________________ 
We must be made aware that the Customer is a York City Employee at the time that this Contract is 
submitted for booking the room.   
 

COMMUNITY ROOM SECURITY DEPOSIT: 
 

A $100 Deposit is needed to hold the Community room reservation- DUE AT THE TIME OF BOOKING 
THE ROOM.  It is in Addition to the Room Rental Fee.  Cash, money orders, certified checks or 
corporate checks will be accepted.  WE CANNOT ACCEPT PERSONAL CHECKS or CREDIT CARDS. 
 

We ask that those renting the Community Room abide by the rules of the facility.   
 

If the room is clean and there is no damage, the $100 will be returned to the party renting the room.  If 
there is damage, the room is not left the way it was found, OR the Room Policies are broken, we will 
keep the $100.  The Security Deposit may be kept for repair of damages; replacement of broken or 
stolen items; staff costs based on extra event time or for extra maintenance and clean-up required due to 
the state that the Customer has left the room. 
 
Events Including Bingo or Bar Service- Money Orders, Certified or Corporate Checks made payable to YCRC 
Events NOT Involving Bingo or Bar Service- Money Orders, Certified or Corporate Checks made payable to 
York City Ice Arena 
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ADDITIONAL ITEMS:    X Check The Items Below that You Require  
_______Bingo Equipment and Caller  $150        ______Classroom $25  
 

_______Sound System- Can be set up for DJ or for bands.  No Charge. The day of the event, 
someone must sign to be responsible for any damages or loss of sound system equipment and components.  The 
person signing will be billed for any missing sound system components or damages occurring during the event.  If 
the Sound System sheet is not signed, the Customer renting the room will accept responsibility for the sound 
system and will be billed for any damages or loss. 

 
 

FOOD AND BEVERAGE: 
 
 Please Read Options Carefully and Check the Appropriate Option 
 

_____   _Upstairs Snack Bar Open- No Charge, Profits Made Go to the York City Ice Arena  
(Ice Rink is Responsible for Food Service Provided and York City Ice Arena- Upstairs Snack Bar acts as a Public 
Drinking and Eating Facility) 
 

_____   _Will Utilize Snack Bar Area  
Includes counter space, outlets, refrigerator, coffee machine, hot dog machine, sinks, coolers with ice. 
 

When outside Food and Beverage is brought in for an event, the York City Ice Arena is not responsible 
for items brought in for the event.  The York City Ice Arena is therefore not a Public Drinking and Eating 
Facility for this event.  Beverages Must Be Coca-Cola products due to the contract between YCIA & 
Coca-Cola Bottling Co. (Coca-Cola, Sprite, Mr. Pibb, Dasani Water, Powerade) 
 

The Upstairs Snack Bar Area is not designated to prepare meals or cook food.  Food must be prepared 
and cooked at an outside location and may be kept warm in the Snack Bar Area             
 
According to the Guidelines set forth by the City of York, a Caterer or the Customer providing food to the 
general public or selling food to event attendees must purchase a Food Vendor Permit from the City of 
York.  This Food Permit is a one-day permit and can be obtained by the Caterer for $35.00 at the Permits 
Office on the 3

rd
 Floor of One Marketway West in Downtown York City.   For more information on Food 

Vendor Permits, please call 717.849.2341. 
 

______    Bring Own Food and Beverage.   
____1.  The Food and Beverage brought in will only be distributed to those invited to the private 
event or party at no charge to the invited guests.  No Food Vendor Permit is necessary. 
____2. The Food and Beverage brought in will be available to the general public or will be for sale 
to the general public, invited attendees or those who purchase tickets to attend the event.   
 A Food Vendor Permit through the City of York is required. 

 
 

______Outside Catering Will Be Provided.  Outside Catering Services should be provided by a 
Licensed Caterer.  The York City Ice Arena will need proof of the License status of the Caterer. 
____1.The Food and Beverage provided by the Caterer will only be distributed to those invited to 
the private event or party at no charge to the invited guests.  No Food Vendor Permit is 
necessary.  
____2. The Food and Beverage provided by the Caterer will be available to the general public or 
will be for sale to the general public, invited attendees or those who purchase tickets to attend the 
event.   A Food Vendor Permit through the City of York is required. 

 
______No Food and Beverage Desired. 
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BAR SERVICE: 
 

All Alcohol provided at the event must be purchased through YCRC. YCRC Can Provide Beer, Wine, Liquor.  
Options Include Open Bar Items, Cash Bar or a Combination. 
 

Please Check One: 
______  CASH BAR:  Guests are responsible for purchasing their own drinks. 
 

______   OPEN BAR:  Customer will purchase certain items to be available for free for the guests.  The Bar will 
not sell additional items.  The Ice Arena is unable to run a tab.  Alcohol for an Open Bar must be purchased by the 
Bottle, Keg or Case.  Customer pays $10.00/Hour for 1 Bartender. 
 

______  COMBINATION OF OPEN AND CASH BAR:  Customer will purchase certain items to be available 
for free for the guests.  The Bar will also be open and serve drinks for guests to purchase.  Customer pays 
$10.00/Hour for 1 Bartender. 

 
Open Bar Items Requested:____________________________________________________________ 
____________________________________________________________________________ 
Alcohol orders are needed 2 weeks prior to the event. 
 

Per the YCRC Liquor License, any alcohol provided at an event must be served by a YCRC Bartender.  
The Customer will be charged for one bartender at $10.00/Hour for events with Open Bar or Combination 
Bar.  The Bar must stop serving alcohol at 1:00AM.  
• The Customer will pay Bartender Fees and for all open bar items before the event.  
• Any unopened or untapped bottles or kegs will be credited to the customer following the event.   
• Kegs may not be removed from the Ice Arena.   
• Any additional alcohol items added to the customer’s bill the night of the event will be paid for at the 

end of the event. 
 

Additional YCRC Liquor Guidelines: 
 

THE YCRC WILL NOT PROVIDE BAR SERVICE FOR THE FOLLOWING TYPES OF EVENTS: 
� Sweet 16 Parties 
� Birthday Parties for anyone under the age of 21 
� Youth Sports Events at which the children will be in attendance 
� Any event where the majority or ½ of the guests will be under the age of 21 
The difference between these events and other events is that the guest of honor is underage or the event is mainly 
geared towards underage attendees. 
 

THOSE PURCHASING OR DRINKING ALCOHOLIC BEVERAGES MUST BE PREPARED TO SHOW I.D. AT 
ALL TIMES: 
It is understood that underage individuals will be in attendance at other events such as Wedding Receptions, 
Anniversary Parties, Adult Birthday Parties.   
At these events the YCRC Bartender will card everyone and will not serve alcohol to underage individuals.  The 
Customer must understand that they are responsible for making sure that their guests or attendees are not 
providing alcohol to minors.   
 

ALCOHOL IS NOT PERMITTED ON THE FIRST FLOOR OF THE YORK CITY ICE ARENA: 
This type of behavior will result in the loss of the Security Deposit. 
  

OUTSIDE ALCOHOL IS NEVER PERMITTED: 
In accordance with our Event Liquor License, outside alcohol is NEVER permitted to be brought into the facility or 
on the premises.  This type of behavior will result in the loss of the Security Deposit, possible police involvement 
and possibly additional charges. 
 

ALCOHOL MAY NOT BE DISTRIBUTED TO UNDERAGE INDIVIDUALS: 
If Underage Individuals are provided with alcohol during an event the Customer renting the room must ensure that 
the individuals involved are asked to leave.  If YCIA staff is aware of the situation they will ask the individuals 
involved to leave the event and the York City Ice Arena.   If the situation is not handled properly and the behavior 
continues, this will result in the loss of the Security Deposit, possible police involvement and possibly additional 
charges. 
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ROOM SET-UP 
 

Set-up will be the responsibility of the Customer 
 
Set Up Time:____________________ 
 
 
 

SET-UP FOR EVENT: 
 
Room will be cleaned with tables, chairs and trash-cans provided.  The Customer will be responsible for 
completing their desired set-up.   
• (45) 8’ x 3’ TABLES,  (280) CHAIRS AND 8 ROUND TABLES ARE AVAILABLE FOR USE. 
• CONFETTI IS NOT PERMITTED- IT CREATES DIFFICULTY IN THE CLEANING OF THE ROOM AND THE 

RINK. 
• STAGE RISERS MAY BE MOVED BY THE CUSTOMER, BUT THE CUSTOMER MUST RETURN THEM TO 

THEIR ORIGINAL LOCATION. ** POOL TABLE MAY NOT BE MOVED UNDER ANY CIRCUMSTANCES-  
YOU WILL PAY FOR THE RECALIBRATION OF THE POOL TABLE IN ADDITION TO THE SECURITY 
DEPOSIT. 

• CANDLES ARE NOT PERMITTED. ONLY THE USE OF THEM ON A BIRTHDAY CAKE WILL BE 
ALLOWED. 

 

Please Check Here if Your Require the Use of the 8 Round Tables:_______ 
   

 
 

CLEAN-UP AFTER THE EVENT: 
 
The Customer will need to provide minimal clean-up:   
• Clean-up should take no more than 1 hour after the event.  If you anticipate a longer clean-up time 

due to an elaborate set-up or decorations, please inform Jen Patterson 1 Week before your event. 
• Dispose of large trash items and all decorations 
• Clean any messes made from food- in the sink, on the counter, etc  
• Wipe down tables and sweep up any large trash from the event or piles of trash 
• Tables and chairs may be left set up 

**If the room is left with piles of trash, large spills or “a mess”, we will keep 
the $100 Security Deposit. 

 
 
 

***Children attending Events should be kept upstairs unless previous 
arrangements have been made to come downstairs to Ice Skate. They are 
not permitted to run around, play on the steps or play in the elevator.   
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ROOM POLICIES: 
THE YORK CITY ICE ARENA, RMSC AND YCRC RESERVE THE RIGHT TO KEEP THE SECURITY DEPOSIT IF THE 

FOLLOWING POLICIES ARE NOT FOLLOWED.  WE ALSO RESERVE THE RIGHT TO CHARGE FOR DAMAGES AND 
THEFT OCCURING DURING YOUR EVENT. 

 
ABSOLUTELY NO SMOKING PERMITTED ANYWHERE IN THE YORK CITY ICE ARENA.   
 
NO ONE IS PERMITTED IN THE BACK STAIRWAY, ZAMBONI ROOM, LOCKER ROOMS, WEIGHT ROOM, 
USA HOCKEY RESOURCE ROOM, IN EITHER RINK, OR AREAS FOR EMPLOYEES ONLY.   
 
ALCOHOL:  ALCOHOL MAY NOT LEAVE THE UPSTAIRS.  PERSONS UNDER THE AGE OF 21 WILL NOT BE 
PERMITTED TO DRINK ALCOHOLIC BEVERAGES ON THE PREMISES.  ALCOHOL MAY NOT BE BROUGHT 
INTO THE BUILDING OR ON THE PREMISES. 
 
DAMAGE & THEFT:  ANY DAMAGE OR THEFT OCCURING IN THE UPSTAIRS, BATHROOMS OR 
DOWNSTAIRS RINK AREA BY ATTENDEES OF YOUR EVENT WILL BE CHARGED TO YOU THE 
CUSTOMER.  THIS MAY INCLUDE BUT IS NOT LIMITED TO VANDALISM IN THE BATHROOM, DAMAGE TO 
TABLES OR CHAIRS DUE TO PEOPLE STANDING OR SITTING ON THEM, THEFT OF POOL BALLS OR 
FOOSEBALLS, BREAKAGE OR THEFT OF POOL STICKS, FOOD OR BEVERAGE STAINS ON WALL, 
TABLES OR FLOORS. 
 
SOUND SYSTEM:  DAMAGE OR DISAPPEARANCE OF SOUND SYSTEM COMPONENTS DURING THE 
EVENT WILL BE CHARGED TO THE PARTY WHO SIGNS FOR THE SOUND SYSTEM THE DAY OF THE 
EVENT. IF NO ONE AGREES TO SIGN FOR THE SOUND SYSTEM, IT WILL BE TORN DOWN AND WILL NOT 
BE AVAILABLE FOR THE EVENT. 
 
EVENT TIME:  THE ROOM AND THE ICE RINK MUST BE VACATED BY 2:00AM FOR ALL EVENTS.  THIS 
MEANS THE EVENT MUST BE OVER, CLEAN-UP OF ROOM COMPLETED AND ALL ATTENDEES MUST BE 
GONE NO LATER THAN 2:00AM.   
HOWEVER, YOU ALSO MUST STICK TO THE EVENT TIME SET FORTH IN YOUR CONTRACT.  THE SHIFT 
SUPERVISOR WILL ENSURE THAT EVENTS END AT THEIR DESIGNATED TIME.   IF YOUR EVENT 
CONTINUES LATER THAN THE NORMAL RINK OPERATING HOURS AND YOU HAVE NOT ALREADY PAID 
FOR THE EXTRA TIME, WE WILL KEEP THE SECURITY DEPOSIT.  CLEAN-UP AFTER THE EVENT SHOULD 
TAKE NO MORE THAN 1 HOUR. 
 
EVENT SET-UP:  IF YOU MOVE THE STAGE RISERS OR POPCORN MACHINE TABLE YOU ARE 
RESPONSIBLE FOR RETURNING THEM TO THEIR ORIGINAL SET UP.  THE POOL TABLE MAY NOT BE 
MOVED UNDER ANY CIRCUMSTANCES.  IF IT IS MOVED, WE WILL CHARGE YOU FOR THE 
RECALIBRATION FEE.  CONFETTI WILL NOT BE PERMITTED AS PART OF YOUR DECORATIONS. 
 
FOOD & BEVERAGE:  FOR EVENTS THAT REQUIRE A FOOD PERMIT, YOU ARE RESPONSIBLE FOR 
OBTAINING THE PERMIT OR CHECKING TO SEE IF YOUR EVENT REQUIRES THE PERMIT.  IF YOU DO 
NOT OBTAIN THE PERMIT FOR AN EVENT THAT REQUIRES IT, YOU MAY RECEIVE A FINE FROM THE 
CITY.  SHOULD THE YORK CITY ICE ARENA BE FINED, THIS FINE WILL BE PASSED ONTO THE 
CUSTOMER. 
 
ICE SKATING:  IF YOUR ATTENDEES WILL BE SKATING THROUGH A PRE-ARRANGED AGREEMENT, YOU 
WILL BE RESPONSIBLE FOR ENSURING THAT THE SKATE TIME IS PAID FOR.  SKATES ARE NOT 
PERMITTED IN THE COMMUNITY ROOM OR ON THE STEPS.  THIS WILL RUIN THE FLOOR AND THE 
SKATE BLADES.  DAMAGE TO RENTAL SKATES OR FLOOR WILL BE CHARGED TO THE CUSTOMER.  NO 
ONE IS PERMITTED ON THE ICE WITHOUR SKATES, WITHOUT HAVING PAID OR WITHOUT A PRE-
ARRANGED AGREEMENT. 
   

PLEASE READ THE ABOVE CAREFULLY AND MAKE SURE YOU UNDERSTAND.  
 PLEASE ENCOURAGE YOUR GUESTS OR ATTENDEES TO FOLLOW THESE POLICIES.   

ANYONE BREAKING THE ABOVE POLICIES WILL CAUSE THE ORGANIZATION OR CUSTOMER RENTING 
THE ROOM TO LOSE THEIR SECURITY DEPOSIT.  

 
 ICE ARENA STAFF WILL BE FORCED TO CALL THE POLICE IN THE CASE OF ILLEGAL ACTS OCCURING 

DURING ROOM RENTAL.    
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CANCELLATION POLICY:    
 
IF NOTICE OF CANCELLATION IS RECEIVED 2 WEEKS PRIOR TO THE EVENT, THERE WILL BE 
NO CHARGE, BUT WE WILL KEEP THE $100 DEPOSIT.  IF LESS THAN 2 WEEKS NOTICE IS 
RECEIVED, A CANCELLATION CHARGE OF 50% OF THE TOTAL ROOM RENTAL FEE 
(INCLUDING THE DEPOSIT) WILL BE CHARGED.  CANCELLATION NOTICE MUST BE GIVEN TO 
JEN PATTERSON   AT 717.848.1084, EXT 109 or jenpatersn@yahoo.com. 

 
 

Final Payment: 
 
THE TOTAL EVENT COST IS DUE BEFORE THE DAY OF THE EVENT. **PAYMENT 
MUST BE PROVIDED BY 6:00PM TWO DAYS BEFORE YOUR EVENT.     
This includes room rental, bar service, bingo equipment, snack bar usage fee and after hours fee.   
Cash, money orders, certified checks or corporate checks will be accepted.  WE CANNOT 
ACCEPT PERSONAL CHECKS or CREDIT CARDS. 

 

An invoice will be provided to you when all details of your event are provided- Exact Room Rental time, 
Bar Service Orders, etc.  The invoice can be mailed, emailed or sent to the customer renting the room.  
Payments can be provided at any time and may be dropped off at the York City Ice Arena Front Desk to 
a Manager or Shift Supervisor.   If you mail or drop off your payment, a receipt can be mailed to you. 
 
*If FULL PAYMENT has not been received by the day of the event-  
You will not have access to the room to set up for your event until the payment is 
provided. 

 

Billing After the Event:    
• Bingo Paper and Dabbers will be billed to the Basket Bingo Holder after the event.    
• Any fees for damages will also be billed.  
• ADDITIONAL CHARGES MAY BE BILLED TO THE CUSTOMER FOR REPAIRS OF DAMAGE; 

REPLACEMENT OF BROKEN OR STOLEN ITEMS; STAFF COSTS BASED ON EXTRA EVENT TIME OR 
FOR MAINTENANCE DUE TO DAMAGES DURING YOUR EVENT. 

**Payment must be received by the date on the invoice.  If charges billed to the customer are not received 
by the date on the invoice, the payment will be sent for collection.  A Late Charge will also be added for late 
payments. 

 
Community Room Payments:   Cash, money orders, certified checks or corporate checks will be 
accepted.  WE CANNOT ACCEPT PERSONAL CHECKS or CREDIT CARDS. 
Events Including Bingo or Bar Service- Money Orders, Certified or Corporate Checks made payable to YCRC. 
Events NOT Involving Bingo or Bar Service- Money Orders, Certified or Corporate Checks made payable to 
York City Ice Arena. 
 

I the Customer Agree to all information set forth in this document.    
 
 

X Signature:_____________________________  Date:______________ 
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Community Room Release/Waiver 
I/We, the organization representative or individual renting the Community Room will be responsible for 
any damage to property.  I/We hold the York City Ice Arena, York City Recreation Corporation (YCRC), 
the City of York, RMSC and their employees and agents harmless of any accidents/injuries relating to the 
activities, programs held during our use of the Community Room. The York City Ice Arena, YCRC, City of 
York, RMSC are not responsible as a public drinking or eating facility for events at which outside food is 
being served or sold by the organization or individual renting the room.  I/We release the York City Ice 
Arena, York City Recreation Corporation, the City of York, RMSC and their employees and agents of all 
legal responsibility and liability.  
 

1. In consideration of the nominal charge for use of the Ice Arena together with Customer’s 
obligation to provide security during all usage periods, Customer for itself, its agents, 
representatives, employees, participants, members, guests and invitees hereby waives, to 
the extent permitted by law, any and all claims, losses or damages for personal injury, 
death or property damage resulting from its use of the Ice Arena and Facility and 
specifically releases RMSC and Owner, their subsidiaries, affiliates, directors, officers and 
agents from any liability whatsoever for any negligent acts and omissions in the operation, 
supervision or maintenance of the Ice Arena and the organization and conduct of special 
events. 

 
 

Please check here if you agree to the above statement:___________ 
 
Individual Completing Application: 
 
Name: _____________________________________________________    
(please print) 

 
Organization:________________________________________________ 
(if applicable) 

 
X Signature:_________________________________Date:________________ 

 

RESERVATION FORM NOT VALID WITHOUT 
 SIGNATURES ON PAGES 7 AND 8 

 
Office Use Only: 
Security Deposit:  Date Received:___________  Initials:__________ 
Room Rental Total=  $____________ 
Snack Bar Usage  $____________ 
Bingo Equipment  $____________ 
After Hours Fee  $____________ 
Fee for Night Prior to Wedding $____________ 
Classroom   $____________ 
Bartender Fee- $10 x ___hrs= $____________ 
Bar Service Total  $____________ 
Balance Due   $____________ 
Amount Pd.   $____________ 
    $____________  
    $____________ Deposit Returned to Customer $____________ 
Balance Due   $____________ Total Received by Rink $____________ 

 


