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                 City of Waukesha 
Parks, Recreation and Forestry Department (WPRF) 

1900 Aviation Drive Waukesha, WI 53188 
Phone: (262) 524-3737 Fax: (262) 524-3713 

www.ci.waukesha.wi.us 
 

ATHLETIC FACILITIES 
POLICY & PROCEDURE 

FEES / CHARGES SCHEDULE 
 
IT IS THE RESPONSIBILITY OF THE PERSON IDENTIFIED ON THE APPLICATION, TO BE 
RESPONSIBLE THAT ALL PARK RULES ARE FOLLOWED (see below).  THE ATHLETIC 

FACILITIES ARE TO BE CLEANED AND LEFT AS THEY FOUND THE AREA UPON 
ARRIVAL. 

 
Basic Information 
 For athletic facility usage and reservation procedures, please contact WPRF via our website, 

or by visiting our office at 1900 Aviation Drive (262) 524-3737, Monday – Friday, 8:00 am – 
4:30 pm.  

 WPRF Athletic Facilities application must be signed and returned at least seven (7) days 
prior to the rental date.  All reservations requested within the 7 days of the application date, 
will be charged a $15.00 late fee. 

 Fees are due at time permit is issued, unless pre-arranged.   
 Facilities are rented on a priority basis.  (WPRF programs, partnerships, annual 

tournaments)  
 Mutually agreed upon activities/events sponsored by the School District of Waukesha, 

Carroll University and/or WPRF partners with reciprocal agreements may not be assessed 
fees.    

 Tax is included when applicable.  
 Tax exempt organizations must complete Wisconsin Sales Tax exemption certificate.  See 

pages 16 &17 
 Any violation of these policies may result in the group being prohibited from future use of 

WPRF facilities.  
 Alcohol usage/consumption permit can only be obtained with a shelter rental permit and a 

signed alcohol agreement form.   
 
Park Rules    
 Park Hours: Sunrise to 10:00 pm daily 
 All trash will be placed in trash 

receptacles 
 Leave the park the way you found it! 
 If WPRF needs to repair or clean up 

your event, the responsible party will 
be billed for damages &/or labor. 

 Be courteous of other park patrons 
(keep noise/music at acceptable 
levels) 

 Any use of charcoal must be 
extinguished and removed from park 

 All vehicles must park in designated 
parking areas only. 

 No sales of any kind without permit.  
(May require WPRF approval) 

 Dogs not allowed in City parks or as 
designated. 

 No tents without permit – 30 day 
advance notice. (See hot lining 
procedure) 

 Bathrooms are public restrooms 
available for public during park hours. 

 There is a possibility that the 
restrooms may be closed prior to 
10:00 pm. 
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Non-Resident Surcharge  
 
 *Non-Resident Surcharge:  Non-residents must pay an additional $25 per day rental, 

as established by the Parks, Recreation & Forestry Board. 
*A non-resident is defined as a person who does not reside or own property within 
the corporate limits of the City of Waukesha.  (In general does not contribute to 
the City of Waukesha property taxes). 

 Please call the WPRF office at 262-524-3737, should you have any questions regarding 
residency issues.   

 
How to Reserve 
 
 Reservations for an athletic facility can be made by fax, mail, or by visiting our office at 

1900 Aviation Drive, Waukesha, WI 53188 during regular business hours (Mon.- Fri. 
8:00 a.m - 4:30 p.m) See page 12 for application. Permit will not be issued until full 
payment is made.   

 Applications need to be completed listing specific information.  For example number of 
tennis courts or softball fields, etc.  

 The time listed on the application form needs to be the time of arrival and not start 
time of game/event.  

 After permit has been issued, bring your permit with you for all reservation dates. 
When Renting WPRF facilities 
 All use of buildings, shelters, or special areas must complete rental application in 

addition to the Public event application.  
 Sponsors need to read and review applicable rentable Policy and Procedures.  See 

Rental Policy and Procedures in appendix. 
 
Cancellations / Refunds / Changes  
 
 Cancellations of an entire  athletic facility permit (non-tournament) requires the permit 

holder to contact the WPRF Facility Coordinator in writing at least 30 days prior to the 
scheduled date(s) to be considered for a refund. If a check is issued, a $10.00 service 
charge will apply.  

 Changes in original dates and times may be made one week prior to the reservation 
date. There will be no charge for the first change of one date (per permit) and a $10.00 
charge for each additional date change/cancelation thereafter. Note: The “no charge” 
change only applies to one date on a permit. All changes within 5 business days will 
result in a $25.00 charge. 

 In the case of inclement weather, the reservation may be rescheduled if available; 
however, NO REFUNDS OR CREDITS WILL BE GIVEN. A RESCHEDULING 
REQUEST DUE TO INCLEMENT WEATHER MUST BE SUBMITTED IN WRITING (fax, 
email, drop-off, etc.) UP TO FIVE (5) BUSINESS DAYS FOLLOWING THE RAIN OUT 
TO BE ELIGIBLE FOR RESCHEDULING.   

 Once play has started it is at permit holder’s discretion to delay or cancel the 
game due to inclement weather.  Any damage to fields will be assessed and billed 
to permit holder. 

 
 
 



  

Concessions & Admissions  
 
Concessions:  Any exchange of money for merchandise, food, beverages, raffles, 
etc., requires a sales permit from the WPRF Department.  
Concessionaires at Saratoga complex and Youth Sports Complex shall have sole 
concession rights for all tournaments during the designated season. The contracted 
concessionaire, at their discretion, may allow tournament sponsors, under their 
guidelines to conduct sales during the scheduled event.  

• Sales permit: $60.00 per day per facility rental  
Admissions:  When an admission fee is charged, an admission permit and fee will be 
required.   
 
Admission permit: $100.00 per day per facility rental. 
    
Temporary Structures 
 All temporary structures, including but not limited to tents, dunk tanks, trailers, 

PODs, stages, must complete the “Temporary Structures in Parks permit 
application”.  See page 18. 

 
A temporary structure is a tent (larger than a 10X10 pop up), staging, trailers, and dunk 
tanks.  Because of the increasing number of underground utilities and the danger to the 
public and to property from damaging them, the Parks Division must be involved when 
anyone wishes to install any temporary structure that penetrates the ground in a public 
park. In addition, Wisconsin Statute 182.0175 requires anyone who is responsible for 
the planning and performance of any type of ground penetration and excavation to 
provide advance notice to Digger’s Hotline. 
 
A permit is required for the placement of any of these temporary structures. However, 
you are only required to contact Digger’s Hotline if the ground will be penetrated by 
stakes, tools, or equipment.  No permit is required for the placement of volleyball nets, 
or pop-up tents that are 10’ X 10’ or smaller (not staked in ground).  
Inflatables are not permitted in City OF Waukesha Parks. 
 
Diggers Hotline is a statewide one-call notification system which provides advance 
notice to public utilities of intended excavation which may impact underground and 
overhead utility service. 
Prior to installation of structures which involve putting stakes in the ground in 
public parkland, the following steps must be taken: 
 
1) Temporary Structure Permit Application 
Please answer all the questions as fully and accurately as you can. Return the 
completed application, with your payment, at least 30 days prior to your event. The 
permit fee for placement in a designated structure area is $100.00. The successive day 
fee is $25.00. The fee for setting up the structure(s) prior to the event is $25.00 per day 
and requires prior approval. These figures include sales tax.   
WPRF is not liable for any structures/items left unattended or overnight.  For ex.: a tent 
put up the night before a scheduled event. 
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2) Digger’s Hotline, 1-800-242-8511     
Call Digger’s Hotline no earlier than 14 days before your event, and no later than 5 
working days prior to the event. You must meet this timeline.  
There are no exceptions.  Digger’s Hotline will assign you a Ticket Number for each 
area that will be excavated. You must furnish this number to the WPRF Office at least 
5 days prior to your event. You may fax or call us. Be sure to give us your name, the 
park area, and the date that the structure will be installed. 
 
3) Insurance 
WPRF requires proof of insurance. The following rental agencies have insurance on file 
with us which meets the City of Waukesha’s requirements: 
Area Rental, Celebrations 
 
If you rent from one of these businesses, you do not need to provide insurance. 
Otherwise, please contact the Facility coordinator, at 262-522-2953 for information on 
what coverage is necessary. If you have any questions about this process, please call 
the WPRF Office at 262-524-3737. 
 
 
 
Recycling 
Any group with attendance over 400 is required to recycle cans and plastic bottles.  The 
disposal for the recycling is the responsibility of the event sponsor.  All groups under 
400 are encouraged to recycle their cans and plastic. For assistance with recycling 
contact Waukesha County Recycling at 262-896-8317. 
 
Miscellaneous 
 Groups are responsible for their own first aid supplies. 
 Affixing signs to trees is strictly prohibited. Signage is prohibited in any street 

boulevards. All Signs, displays and objects on Park property needs to be 
reviewed and approved with Recreation Facilities coordinator.  See Signs, 
Displays and Objects on Park property Policy in appendix. 

 No dogs/pets are allowed in parks/facilities or as designated. 
 Park area shall be cleared of litter at the end of scheduled event. 
 All portable objects such as tents, etc. shall be removed at end of event. 
 For facilities rented to the public on an occasional basis only, the Facilities 

coordinator may establish a fee for use that is comparable to other area City 
Parks or WPRF fees.  This applies to facilities that are not intended for frequent 
public rental. However, under certain circumstances these facilities may be used 
as part of a special Use or Special Event Permit.  
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Baseball/Softball Rental Fees 
 

Fees & Charges 
 Softball Diamond 

 Banting  Dopp #1 NW  Dopp #2 NE  David’s  Roberta #2 NE 

 Grandview T-ball  Lowell  Merrill Crest  Wauk. Springs  

  Prairie  Priedeman  Roberta #1 SW  

Fee: $13.00/hour, Maximum $85.00/day  
 

Buchner Diamond 
Fee: $20.00/hour, Maximum $130.00/day 

 
Baseball Diamond 
 Banting     Pebble 

Valley  
 Prairie     Grandview 

(pony league)  
   

Fee: $20.00/hour, Maximum $130.00/day  
 

Frame  
 

Fee: $39.00/hour, $290.00/day P.A. and scoreboard use -$50 per game  
 

Softball Complex 
 Saratoga  W.R.O. Youth Complex 
 

Fee: $20.00/hour per field, $480.00/day for tournaments. 
 

Supervision/trip charge 

 
 

Fee: $20.00 per hour supervision for Saratoga (includes use of scoreboards and P.A system)  
Fee: $12.00 per hour supervision for W.R.O, Frame and (Buchner (only for night rentals) 
Note – Supervision may be waved for organizations in good standing and a daily trip charge of $50.00 may be 
substituted. 

 
Lighting 
 Saratoga  Buchner  Frame  

 
Fee: $10.00 per hour lights, per diamond for lights at Saratoga, Buchner.  $20.00 per hour for Frame. 

 
Preparation 
Softball field fee:  $49.00 for one (1) prepared softball field per day during weekdays. 

   $70.00 for one (1) prepared softball field per day on Saturdays. 
   $92.00 for one (1) prepared softball field per day on Sundays/Holidays. 
 

Baseball field fee:  $70.00 for one (1) prepared baseball field per day during weekdays. 
   $92.00 for one (1) prepared baseball field per day on Saturdays. 
   $118.00 for one (1) prepared baseball field per day on Sundays/Holidays. 
 

Diamond Mix:   $15.00 per bag 

 Saratoga  W.R.O. Youth Complex         Frame   Buchner 
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Cancellations at Frame Park, WRO Youth Complex or Saratoga Complex  

 If a prepared ball diamond at Frame Park, the Youth Sports Complex or Saratoga Softball 
Complex is to be cancelled due to inclement weather, the permit holder will make the  
decision to start play, delay or cancel the games. The permit holder can consult the WPRF “on 
call “staff and must contact them if they decide to cancel.  Any damage to fields will be 
assessed and billed to permit holder. 

 
Maintenance    
 

 If required/requested a minimum of a two and a half (2.5) hour staff fee plus material(s) will be 
assessed for maintenance services. 

 When no maintenance is requested, the user of the diamond(s) must determine if any unsafe 
conditions exist.  

 Maintenance with hand tools (raking) is allowed.  Hand tools will not be provided by WPRF. 
Misuse of raking the field can result is additional fees. 

 All athletic fields’ maintenance (lining, alterations, and additions of material) must be completed 
by WPRF personnel unless approved by WPRF.  If other materials are found on field (chalk, 
diamond mix-dry….) a fine of $100.00 will be made.  

 Additional charges will occur for WPRF diamond mix used on fields.    
 
Bases 

 Bases are not provided (except WRO, Saratoga, & Frame Park)  
 Bases must be supplied by the rental group at all diamonds (except WRO, Saratoga & Frame). 

Base pegs on designated ball diamonds are standard square 1” X 1” pegs.   
 Bases can be rented for $30.00 per set (includes tax) along with a $50.00 deposit.  It is the user’s 

responsibility to pick up bases from WPRF during regular office hours up to 2-3  business days 
prior to rental.  Bases must be returned three (3) business days after event. Quantities are 
limited. 

 Base distances, if other than WPRF standard, requires: 1) approval   2) the group renting needs 
to supply their own pound down bases.  3) A one week minimum notice for base distance 
changes is required. 

Other 
 Any batting or throwing practices directed into fences at any facility is not allowed.  Damage to 

the fences from this activity will be repaired and the group will be charged for the expenses 
incurred.   

 No vehicles of any type will be allowed on any parkland for any reason.  All vehicles must be 
legally parked in parking lots or on the street.   

 No game may begin before 9:00 am (where applicable) if ball diamond maintenance is required.  
No new inning may be started after 10:00 pm.  

 Groups will follow all other park rules according to city ordinances.  See page 3 for park rules.   
 Any misuse of the rental agreement may result in denial of future rental requests.   
 WRO Youth and Saratoga complexes are smoke free. 
 Turf & Sports Surface Management: City staff will determine the likely impacts of events on turf 

and may not allow some events in areas or facilities because of potential damage.  
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Baseball, Softball, Soccer, Tennis Tournaments 

 
1. All Special Athletic Events/tournaments must comply with the City of Waukesha 

insurance requirements. You must provide an original “Certificate of Insurance” before 
you obtain approval for your event. The insurance policy must issue this form by naming 
“City of Waukesha Parks, Recreation & Forestry” as an additional insured party.  
(see example on page 17.) 

2. Any organization renting athletic facilities for multiple dates/times may be required to 
sign an Indemnification and Reimbursement Agreement and provide insurance coverage 
requirements.  

 
a. Applicant(s) requesting an organized tournament is (are) required to submit a completed Athletic application 

along with a $50.00 non refundable application fee (payable to WPRF) at least 60 days prior to the 
scheduled event and a maximum of one year prior to the date of the proposed tournament.  Organized 
tournament is defined as:  A competition involving several teams competing in multiple games over the 
course of one or more days.   

 
b. A prepayment of $150.00 per facility per day is required to be paid 30 days after the event is invoiced.  The 

prepayment will be applied toward the total fee.  If the tournament is cancelled 30 days or more prior to the 
event, 50% of the prepayment will be refunded.  Tournaments that cancel within the 30 days or cancel due 
to inclement weather will not receive a refund.  Rainout make-up games will be arranged if possible. 

 
c. One week following the event, WPRF will issue an updated invoice.  It will be due within 30 days of receiving 

the invoice.  All balances over 30 days are subject to interest of 1.5% per month.  Any group not in “good 
standing” with WPRF will need to make full payment prior to 2 days of scheduled event.  “Good standing” is 
defined as groups that have adhered to WPRF policies, procedures and payment schedules with previous 
facility usage.  

 
d. Any shelters that can not be rented during tournament play will be charged according to current shelter fees. 
 
e. We highly recommend a pre-tournament meeting to discuss field conditions, staffing, weather and field 

maintenance considerations. 
 
f. Tournaments with over 400 in attendance (participants and spectators) must follow city recycling policies.   

 
g. When the anticipated attendance exceeds 200, then the user may need to provide one toilet for each 

additional 100 attendees. 
 

h. Information signs will be allowed on the site during the period of use.  However, all signs must be removed 
from the site at the end of the rental period.  Any signage that requires staking into the ground will need to 
have the area hot lined (see Temporary structure policies and fees).  
 

Baseball/Softball Tournaments  
 
 

 Requests for any one day tournament/games at WRO will need to wait until March 1st for final approval.  
 

 Fields that WPRF grooms are prepared prior to start time. Start and end times for field preparation are 
determined by WPRF staff. There is no charge if staff is available for weekday tournaments that request 
touch-ups between 7 am and 3 pm.  After 3 pm on weekdays or Saturdays, field touch-up will be $40.00 per 
staff hour (2.5 hour min.).  Touch-ups on Sunday are $52.00 per staff hour (2.5 hour min.). Arrangements for 
weekend touch-ups must be pre-arranged with recreation facilities coordinator three (3) business days prior 
to tournament.   

 
 Tournament field layouts are due to the WPRF Recreation Facilities Coordinator no later than noon on the 

Tuesday prior to the tournament.  
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  At Saratoga the scoreboards and PA system are available with the required supervisor fee.  User will be 
required to staff scorekeepers that use scoreboards and P.A.  All tournaments must provide their own score 
pads, line-up cards, balls, etc. If a group uses this service no supervision or trip charge will be invoiced. 

 
 All athletic fields’ maintenance (i.e. lining, alterations, and additions of material) must be completed by 

WPRF personnel, unless approved by WPRF Facilities Coordinator.  
 
 

Tennis Tournaments  
 

 All tournaments at Heyer require a non-refundable $80.00 per day pre-payment. 
 Any group reserving six (6) or more hours involving over eight (8) courts in continuous match 

competition will be charged a full day rate.   
 In the case of inclement weather, the reservation may be rescheduled if available; 

however, NO REFUNDS OR CREDITS WILL BE GIVEN. 
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City of Waukesha 

Parks, Recreation and Forestry Department (WPRF) 
1900 Aviation Drive Waukesha, WI 53188 Phone: (262) 524-3737 Fax: (262) 524-3713 

www.ci.waukesha.wi.us 
 

Baseball Tournament Checklist 
This checklist is to serve as a guide for athletic tournaments 

 
Prior to final approval  
 Application received/signed 
 Indemnification signed 
 Deposits paid in on time 
 Insurance copy sent to WPRF 

Discussed 30 days prior to event 
 Set up date for meeting the week of the tournament 
 All signs, displays and objects on Park property reviewed with Facility coordinator 
 Field layout 
 Start times for games 
 Bases 
 Tents/hot lining 
 Concessions 
 Signage 
 Diamond Dry 
 Dogs in parks/facilities 
 Weather plans/cancellations 
 Bathrooms-toilet paper 
 Trash pick-up/Recycling/Bees 
 Batting practice into fence 
 Keeping players off fields while grooming fields 
 Maintenance of fields – after start of 1st game 
 Volunteers 
 Lost and Found 
 Lights on/off 
 Golf carts 

Week of event-Meeting at WPRF 
 Phone numbers exchanged 
 Emergency evacuation plan 
 1st aid – lost child 
 Cancellation vs. extra staffing (weather reports) 

Day of the event 
 Ensure that all WPRF policies are being followed 

24 hours following event 
 All areas used for event completely cleaned up 
 Complete WPRF evaluation 
 Contact Recreation Facility Coordinator if any incidents occurred during 
 the event 

30 days following event 
 All admission /concession percentage fees paid to WPRF 
 Reserve date for next year 
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Other Facilities Fees and Charges 
 

Basketball courts (outdoor) 
   $18.00/hour Maximum $120.00/day 
 
 
Football Field 

 Football field fee: $18.00/hour, Maximum $120.00/day  
 Prairie lights:   $10.00/hour  
 Field Lining  $110.00 (tax included)  

  
Soccer Field 
Soccer field fee: $18.00/hour, Maximum $120.00/day per field 
 
 
 
Volleyball/Tennis/Open Space  
 
Sand Volleyball  
 Frame 

3 courts 
 Merrill Crest 

1 court 
 Buchner 

1 court  
 
Fee: $10.00 (tax included) per court per hour.  (2 hour minimum rental) 
 
Tennis Courts 
Fee:    $5.00 (tax included) per court per hour.  (2 hour minimum rental) 

 Heyer           (18 courts) $390.00 for full day (includes shelter). 
 Lowell:         (10 courts) $180.00 for full day 
 Buchner:       (6 courts)  $180.00 for full day  
 Prairie:          (4 courts)  
 Banting:        (3 courts) 

 
 
Open Space (area not to exceed 100 yards x 50 yards) 
Area requested needs to be identified on a map and receive WPRF approval 
Fee: $18.00/hour, Maximum $120.00 day 
 
Key(s) 
Key(s) fee:  Usage will require a $50.00 deposit & key agreement on page 20 to be completed prior to 
receiving key(s). 
 
 
 Optional User Service Fees 

 Additional picnic tables        $70.00 per day (includes tax) up to 4 additional tables  
 Additional trash barrels        $40.00 per day (includes tax) up to 10 additional trash 

barrels 
 Tent /Temporary structure permit     $100.00 (includes tents- 150 sq. feet or more & /PODs) 
 Trip charge         $50.00 
 Late fee         $15.00 
 Portable Toilets         $10.00 per unit/ per day - (User provides unit) 
 Sales Permit                      $65.00 per day 
 Dumpster         $25.00 per day 

    
VIOLATION 
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City of Waukesha of Parks, Recreation and Forestry Department 
1900 Aviation Drive  Waukesha WI  53188  Phone: (262) 524-3737  Fax: (262) 524-3713 

www.ci.waukesha.wi.us 

                  
         ATHLETIC FACILITIES USE APPLICATION 

 
 

 

Name of Event:     ESTIMATED TOTAL ATTENDENCE: ________ 

Name of sponsoring agency/group:        

Contact person for event: DOB: ________ 

Address:   _______ City:   ______Zip___________________ 

Home #_____________________Work #_____________________Cell # _________________ 

Email address: __________________________________________ 
Requested Facilities   (Indicate # of fields/courts, type of fields. (i.e., soccer, football, baseball, softball) 
            
 TIMES 
Park Location               Field/Court    Date(S)          Start          End  

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

 Please check all that apply (you plan to do): 

 Setting up of tents 

 Charging Admission/Entry Fee 

_________Sales of any kind (mark all that apply)) 

 
 
 
 
 Special Service Needs:  *There is a fee for any special service need. To view prices for special service needs, please 
refer to Athletic Facilities Policies & Fee Schedule form. 
 

 Additional Picnic Tables 

 Additional Trash Barrels 

 Lighting (Buchner/Frame/Saratoga, Prairie) 

 Complex Supervision 

 Field Preparation:  Base Length:___________ Pitching Mound:_____________ 
 

 Other  (list)_________________________________ 
 

I have received copies of WPRF’s Athletic Facilities Policy & Fee/Charge Schedule, and shall comply with all 

requirements they contain.  I shall exercise the utmost care in the use of the facilities and will make good any damage 

from my use or my guest use of the premises.  

SIGNATURE          Date   

 Food  Alcohol  Raffle 

 Beverage  Apparel  Other_______ 

 U9  U10  U11  U12  U13 

 U14  U15  U16  U17  Adult 

Created 12/03 
Updated 12/15 

Office Use Only! 

Date Rcv’d  

Time    Initial___ 

Permit #_____________ 

Age Group: 
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                         1900 Aviation Drive, Waukesha WI  53188  

                        Phone: (262) 524-3737  Fax: (262) 524-3713  
                  www.ci.waukesha.wi.us  

                                     WPRF SOFTBALL & HARDBALL FIELDS   

Park Field Type Anchors Pitching Back Stop/Out. Fence 
1" Base 
Pegs 

        Rubbers Outfield Fence Distance 
      
BANTING Hardball Field #1 - Grass infield 80'  90' 60'6" Yes with net / No   Yes 

2101 Butler Dr. Softball Field #2 - Skinned  65’ 50' Yes / No  

BUCHNER Softball Field #1 - Grass infield 60'  65' 50' Yes with net / temp.   Yes 
231 Oakland Av.           

DAVIDS Softball Field #1 - Skinned  NONE NONE Yes / No    No 
113 E. Garfield      

DOPP NW Softball Field #1 - Skinned  60' 46' Yes with net / No      Yes 

429 S. Washington Av. NE Softball Field #2 - Skinned  60' 46' Yes with net / No   
            

FOX RIVER PKWY S. Softball Field #1 - Skinned  NONE NONE Yes / No       No 
2238 Fox River Pkwy.      

FRAME Hardball Field #1 - Grass infield 90' 60'6" Yes with net / Yes       Yes 

1218 White Rock Av.       300' L    370 ' C   352’ R   

GRANDVIEW Hardball Field #1 - Grass infield 60’ 65’ 80’  46' 50' 54' Yes no net / Yes       Yes 
1001 Grandview Blvd. T-ball Field Practice Field  60’ 35’ Yes / 300’ L  300’ C 299’ R  

LOWELL Softball Field #1 - Skinned  NONE NONE Yes / No        No 

2201 Michigan Av.           

MERRILL CREST Softball Field #1 - Skinned  NONE NONE Yes / No        No 
616 S. University Dr.      

PEBBLE VALLEY Hardball Field #1 – Grass Infield  80’  90’ 54’  60’6” Yes / No        No 
2565 Pebble Valley Rd.           

PRAIRIE Hardball Field #1 - Grass infield 90' 60'6" Yes with net / No       Yes 
821 School Dr. Softball Field #2 - Skinned  NONE 46' Yes / No  

PRIEDEMAN Softball Field #1 - Skinned  60' 50' Yes / No        No 

2010 Saratoga Rd.           

ROBERTA SW Softball Field #1 - Skinned  60' 43' Yes with net / No       Yes 
240 Coolidge Av. NE Softball Field #2 - Skinned  60' 43' Yes with net / No       Yes 

SARATOGA Softball Field #1 - Grass infield 60'  65' 50' Yes with net / Yes       Yes 

301 S. Prairie Av. Softball Field #2 - Grass infield 60'  65' 50' Yes with net / Yes       Yes 

  Softball Field #3 - Grass infield 60'  65' 50' Yes with net / Yes       Yes 

  Softball Field #4 - Grass infield 60'  65' 50' Yes with net / Yes       Yes 

        277 ' All Fields   

WAUKESHA SPRINGS Softball Field #1 - Skinned NONE NONE Yes / No        No 

700 N. Hartwell Av.      
WRO YOUTH COMPLEX Softball Field #1 - skinned 60'  65' 43'  46' Yes with net / Yes      Yes 
3041 Summit Av. Softball Field #2 - Grass infield 60'  65' 43'  46' Yes with net / Yes      Yes 

  Softball Field #3 - Grass infield 60'  65' 43'  46' Yes with net / Yes      Yes 

  Softball Field #4 - Grass infield 60'  65' 43'  46' Yes with net / Yes      Yes 

        230 ' All Fields   
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Event Name ________________________________                 Today’s Date ____________________ 
Date(s) of Event______________________________                 Location________________________ 

Indemnification and Reimbursement Agreement 

WHEREAS, the Common Council of the City of Waukesha (“City”) has established an ordinance regulating the use of city parks 
and other specified properties for large-scale public gatherings and Special Events, and 
 
WHEREAS, said ordinance requires persons wishing to hold a Special Event to: (1) indemnify the City and the Park, Recreation 
and Forestry Board for injuries and damages caused by the event; and (2) agree to reimburse costs incurred due to extraordinary 
damage to City property during the event, and 
 
WHEREAS, the undersigned applicant has filed an application to conduct a Special Event in the City,  
 
THEREFORE, the City and the undersigned applicant (“Applicant”) hereby agree as follows. 

1. Indemnification.  The Applicant hereby indemnifies and holds harmless the Waukesha Park, Recreation and Forestry 
Board and the City, its officers, agents, employees, successors or assigns, from and against any and all losses, debts, 
actions, claims, demands, liabilities, expenses, costs, injuries and/or damages to persons or property occurring in 
connection with the Special Event proximately caused by the actions of the Applicant, the sponsoring organization, its 
Officers, Employees or agents, or any person under their control.  

 
2. Reimbursement For Extraordinary Damage.  The Applicant shall reimburse the City for costs incurred due to 

extraordinary damage to City property during the Special Event conducted by the Applicant.  “Extraordinary Damage,” 
as stated in section 8.115(3)(e) of the Municipal Code, is defined as “damage to Park or other City property in excess of 
normal wear and tear and which requires repairs in excess of routine maintenance.” 

 
3. Procedure For Reimbursement.  To initiate a request for reimbursement pursuant to paragraph two (2) of this 

Agreement, the Park, Recreation and Forestry Department shall submit to the Applicant a detailed written accounting 
of the extraordinary damages and the cost of their repair as evidenced by written receipts.  The accounting shall be 
submitted via first class mail, return receipt requested, to the address the Applicant provided on its Public 
Gathering/Special Event application.  The Applicant shall remit payment no later than thirty (30) days from receipt of 
the accounting.   

 
4. Miscellaneous Provisions. 

a. Waiver.  One or more waivers by either party of any provisions, term or condition of this Agreement shall not be 
construed by either party as a waiver of a subsequent breach of the same by the other party. 

 
b. Severability.  In the event any provisions of this contract shall be held to be invalid and unenforceable, the 

remaining provisions shall be valid and binding upon the parties. 
 
c. Governing Law.  This Agreement shall be governed and construed in accordance with the law of the State of 

Wisconsin. 
 
d. Entire Agreement.  This Agreement constitutes the entire Indemnification and Reimbursement Agreement 

between the parties, and any change, amendment, or modification must be made in writing and executed by both 
parties. 

IN WITNESS HEREOF, the undersigned have read and understand the contract presented here for Special Event indemnification 
and reimbursement: 
Applicant 
By: _______________________________Date:____________ 
 
[Print name:] __________________________________________ 
City of Waukesha 

By: _______________________________Date:____________ 
 Shawn N. Reilly, Mayor 
 
By: _______________________________Date:____________ 
 Gina Kozlik, City Clerk/Treasurer 
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ACORD ™ CERTIFICATE OF LIABILITY INSURANCE - SAMPLE DATE: 
 

 WPRF Sample: Level 2 insurance requirements.  Examples of events:  River runs, car show, dances, events with alcohol 

PRODUCER 
Agency 
Address 
City, State, Zip 

  

 THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO 
RIGHTS UPON THE CERTIFICATE HOLDER.  THIS CERTIFICATE DOES NOT AMEND, 
EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.    

 INSURERS AFFORDING COVERAGE 

INSURED 
Sample 

Address 

City, State, Zip 

 INSURER A:   
INSURER B:   
INSURER C:   
INSURER D:   
INSURER E:  

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. 
NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE 
MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND 
CONDITIONS OF SUCH POLICIES.  AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR 
LTR TYPE OF INSURANCE 

POLICY 
NUMBER 

POLICY 
EFFECTIVE 

DATE 
(MM/DD/YY) 

POLICY 
EXPIRATION 

DATE 
(MM/DD/YY) LIMITS 

  

GENERAL LIABILITY 
  

      EACH OCCURRENCE $1,000,000 

X COMMERCIAL GENERAL LIABILITY FIRE DAMAGE (Any one 
fire) 

$50,000 

 CLAIMS MADE   X OCCUR 
 

MED EXP (Any one person) $5,000 

 ______________________________ 
  

PERSONAL & ADV 
INJURY 

$1,000,000 

 ______________________________ 
  

GENERAL AGGREGATE $2,000,000 

GEN’L AGGREGATE LIMIT APPLIES 
PER: 

PRODUCTS – COMP/OP 
AGG 

$2,000,000 

X POLICY     PROJECT        LOC     

  

AUTOMOBILE LIABILITY 

      

COMBINED SINGLE 
LIMIT 
(Ea accident) 

$ 
 ANY AUTO 

 ALL OWNED AUTOS BODILY INJURY 
(Per person) $ 

 SCHEDULED AUTOS  
 HIRED AUTOS  BODILY INJURY 

(Per accident) $ 
 NON – OWNED AUTOS 
  
______________________________ 
 PROPERTY DAMAGE 

(Per accident) $ 
______________________________ 
  

  

GARAGE LIABILITY 

      

AUTO ONLY – (Ea Accident) $ 

 ANY AUTO OTHER THAN 
AUTO ONLY: 

EA ACC 
 

AGG 

  
$ 

______________________________ 
  $ 

  

EXCESS LIABILITY 

      

EACH OCCURRENCE $1,000,000 
X OCCUR   CLAIMS MADE AGGREGATE $1,000,000 
   $ 
 DEDUCTIBLE   $ 
 RETENTION   $ 

 WORKER’S COMPENSATION AND  
EMPLOYER’S LIABILITY 

   X/WC STATUTORYLIMITS / OTHER   
E.L. EACH ACCIDENT $ 
E.L. DISEASE – EA 
EMPLOYEE $ 

E.L. DISEASE – POLICY 
LIMIT $ 

  OTHER           
DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS 

City of Waukesha, its officers, employees and agents are additional insured regarding ______________________ (event) 
held ______________________ (dates) 

CERTIFICATE HOLDER / ADDITIONAL INSURED; INSURER LETTER___               CANCELLATION  
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WPRF Temporary Structures in Parks Permit Application 
Temporary structures, such as tents, staging, dunk tanks, inflatables, or promotional 

equipment will only be allowed in a park by obtaining a permit. 
 

This application must be returned to the WPRF Office no later than 30 days prior to the event. 
 
Today’s Date ________________________ 
 
Event Organizer Information 
 
Name of Group _______________________________________________________________ 
 
Contact Person _______________________________________________________________ 
 
Address _____________________________________________________________________ 
 
Work Phone _____________________________ Home/Cell Phone ______________________ 
 
Event Information 
 
Event Name __________________________________________________________________ 
 
Park Requested ______________________________ Event Date (s)____________________ 
 
Number of people expected ______________________________ 
 
Temporary Structure Information 
1)  What type of temporary structure do you plan to have? How many? 

Tent _______ Dunk Tank _______ Staging _______    PODs _________ 
Trailer ________ Other (please specify) ______________Inflatables are not permitted 

2) Size and/or Dimension ___________________________________________________ 
3) Time duration this structure will be in the park ______________________________ 
4) Diggers Hotline Ticket Number ____________________________________________ 
(Please note: Diggers Hotline phone number is 1-800-242-8511. The ticket number 
must be received in the Park Office at least 5 days prior to the event. You may call 262-524-3737- 
 or fax 262-524-3713 the ticket number to the WPRF Office.) 
 
5) Location of the structure in the park. You must attach a park map. Park maps are available on the 
WPRF website. 
 
6) Is the structure going in a designated structure area? yes no 
7) Company installing the structure _________________________________________ 
8) Do you or the installer have insurance to cover the placement of this 
     structure for your event? yes no 
 

I have received WPRF’s Temporary Structures in Parks Instructions and shall comply with         
requirements they contain. 
 

             Signature_________________________________________ Date____________________ 
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City of Waukesha 
Parks, Recreation and Forestry Department 

1900 Aviation Drive • Waukesha, WI 53188• Phone: (262) 524-3737 • Fax: (262) 524-3713 
www.ci.waukesha.wi.us 

 

 
PUBLIC KEY AGREEMENT 

 
1) Name:___________________________________________________________ 

      (Please print) 
 
Address:_________________________________________________________ 
 
Home Phone:______________Work:______________Cell:_________________ 
 
Pick-up Date:_____________________Return Date: ______________________ 
 
I agree to be responsible for the key(s) loaned to me.  I will reimburse the City of 
Waukesha Parks, Recreation and Forestry Department for any and all keys damages 
and/or lost. 
 
Signature:____________________________________Date:________________ 
 
Keys to be picked up and returned to the WPRF Office, 1900 Aviation Drive.  Monday 
through Friday between the hours of 8:00 am – 4:30 pm. 
 

2) Office Use Only! 
 

 
Staff member checking out key:___________________________________________ 

 

   Deposit:   $__________     Cash_______ Check_______Charge_______ 
 

   Booking#:   __________ 
 

Date Key(s) returned:___________________________________________________ 
 

Name of person returning key:____________________________________________ 
 

Name of Staff member accepting key:______________________________________ 
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	 *Non-Resident Surcharge:  Non-residents must pay an additional $25 per day rental, as established by the Parks, Recreation & Forestry Board.
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