
Other

Will alcohol be sold? Other

Applicant (Type Name):

Date(s) requested:

Day(s) of the week:

End Time:

City of Foster City 
Parks and Recreation Department 
670 Shell Blvd., Foster City, CA 94404 � (650) 286-3382 / (650) 286-3380 

1000 E. Hillsdale Blvd., Foster City, CA 94404 � (650) 286-2500 
Community Center

STAFF USE ONLY:

Date Rec’d
Time

Rec’d By

VIBE Teen Center Facility Use Application
APPLICANT CONTACT INFORMATION

Name of Individual/Organization

Contact Name

Address

Telephone#: Alternate Phone#

Email:

City/State/Zip Code

FACILITY REQUESTED

VIBE Main Floor (dance floor and adjacent carpeted area)

Small Activity Room Study Room

EVENT INFORMATION

City Use Meeting

Private PartyEmployee Training

Fundraising

Event Type

Public Event (describe)

Other Information:

Estimated Attendance:

Event Description:

Will alcohol be served? YES NO

YES NO Permit #:

Set-Up Requested:
Classroom Theater Style

U ShapeSquare

AGREEMENT FOR USE

In submitting this application, I certify that I have read and understand the guidelines for facility use and abide by any special conditions set forth. I certify that the
intended use, as detailed above, is in compliance with said rules and regulations, application instructions and any specific use regulations and subject to advance
payment of all rental fees, security deposit, certification of insurance requirements (if required) and approval by the Director of Parks and Recreation, or
designated supervisor. I understand and agree that the City retains the right to cancel this permit at any time. APPLICANT ACKNOWLEDGES THAT THEY ARE
RENTING A PUBLIC FACILITY AND AS SUCH, THE CITY CANNOT GUARANTEE ACTIVITIES SURROUNDING THE BUILDING THAT MAY IMPACT PARKING, SOUND, OR
VIEW. Submission of this form is not a guarantee for use.

 To the fullest extent allowed by law, I agree to indemnify and defend the City of Foster City and Estero Municipal Improvement District (City/District), its directors,
officers, agents, employees and volunteers and hold them harmless from and against any and all loss, liability, expense, claims, costs, suits, and damages, including
attorneys’ fees, arising out of the use or occupancy described in this application. I agree to waive all rights of subrogation against the City/District, its elected or
appointed officers, officials, agents

Applicant Signature:

Date:

Day and Time:

to

Event hours:  (includes set-up & clean-up time) 

Start Time: am/pm

am/pm

Resident Non-Resident

Patio (add on only) Kitchen (includes cafe area)

VIBE Rental Hours: Friday 4pm -12am, Saturday 8am-
12am, and Sunday 8am-10pm,

WSu M Tu Th F Sa

All reservations must be 5 hours minimum



Rental Information & General Rules for Use

APPLICATION

Application must be submitted at least seven (7) working days
prior to date requested. Applications are accepted on a first
come/first served basis. Foster City residents may book up to a
year in advance with proof of residency. Non-residents may
book up to ten (10) months in advance. �
Room set-up must be received ten (10) days prior to event. If no
set-up is received, staff will do a standard set up. � 
The City of Foster City reserves the right to reschedule,
relocate, or deny a request previously approved in the event of
an emergency, or if room is needed for City use or
maintenance. The applicant will be given as much advance
notice as possible if this is necessary. �
Completion of application does not guarantee reservation.
Please allow 1 week for review/processing. Invitations should
not be sent until permit and receipt are received. �
Hours listed on application must include set-up and cleanup
time. The facility user will be billed for any unreserved time
used. This fee will not be prorated for portions of an hour used.

FEES / SECURITY DEPOSIT

Full payment is due at time of booking, if reserving less than 30
days before event date. � 
Deposit is due and payable with application. Applications
submitted without payment will be rejected. � 
The Vibe and Wind Room balance due payments are due in full
45 days prior to event date or event may be cancelled. � 
Security deposit refund is contingent upon condition of the
facility rented following your event. The Department reserves
the right to refuse rental or use to applicants who have
previously used the facility and left it in poor condition.
 Applicants assume full responsibility for their party and guests
in case of damage, theft or disturbances during their event.
Damage/theft will be deducted from the deposit.. � 
Security deposit and/or any refunded fees will be mailed to the
address listed on the application. Please allow up to 6 weeks
after the reservation date for return of security deposit if paid
by cash or check. � 
Any group that stays past their permitted time will be charged
1.5x the rental rate

City of Foster City 
Parks and Recreation Department 

CANCELLATION / PERMIT CHANGES

To cancel reservations, please go to
www.fostercity.org/cancellations. Cancellations made thirty (30)
days or more prior to the event date will receive full deposit
minus $50. Cancellations made less than thirty (30) days will
result in loss of deposit. � 
First permit change is free. Any additional changes will incur.
Permit processing charge due at time of request. � 
Only the applicant may make changes to reservation. Change
requests must be submitted in writing. No changes will be
accepted with less than seven (7) days notice. 

ALCOHOL

Alcohol sales: The facility user, at their expense, must obtain a
permit from the Alcoholic Beverage Control Office. A copy of the
permit must be received by the Facility Services Coordinator at
least ten (10) days prior to the event. The original must be
displayed during the event. 

INSURANCE REQUIREMENTS

The City requires a certificate of Commercial General Liability
Insurance for all parties or if serving alcohol. The renter must
provide proof of insurance for $1million per occurrence. Certificate
must be provided no less than 30 days prior to use of the facility. � 
The certificate must include that “The City of Foster City, its elected
and appointed officials, employees, volunteers, and agents are
named as additional insured.” � 
The renter’s name must be listed as the “insured.” � 
The description must include the rental location address and
date(s) of the event. 

PROHIBITED ITEMS

The following are not allowed: Nails, tacks, pins, staples,
scotch tape, or any other items that may damage
walls/ceilings. Painter’s tape may be used. Dry rice, birdseed,
glitter, and confetti are prohibited both inside and outside our
buildings. Any violations may result in forfeiture of the deposit
and hourly staff cleaning fee. 
Smoke machines, fog machines, and strobe lights of any type
are prohibited.* � 
Open flames are not permitted. Candles must be encased in a
glass votive candleholder with the flame at least one inch below
edge of glass.* � 
Cleaning products, wax or dance chalk may not be used on the
wood floors.
All decorations must be removed after event. �
Smoking is prohibited at all City buildings and public property.* 

*If smoke alarm is activated, renter may incur Fire Dept. response fee.

RENTAL POLICIES

Application must be submitted at least seven (7) working days
prior to date requested. Applications are accepted on a first
come/first served basis. Foster City residents may book up to a
year in advance with proof of residency. Non�residents may
book up to ten (10) months in advance. �
Room set-up must be received ten (10) days prior to event. If no
set-up is received, staff will do a standard set up. � 
The City of Foster City reserves the right to reschedule,
relocate, or deny a request previously approved in the event of
an emergency, or if room is needed for City use or
maintenance. The applicant will be given as much advance
notice as possible if this is necessary. �
Completion of application does not guarantee reservation.
Please allow 1 week for review/processing. Invitations should
not be sent until permit and receipt are received. �
Hours listed on application must include set-up and cleanup
time. The facility user will be billed for any unreserved time
used. This fee will not be prorated for portions of an hour used.

Applicant Signature:

I understand and agree to all of the rules as stated above

Date

Staff Signature: Date

INITIAL:

INITIAL:

INITIAL:

INITIAL:

INITIAL:

INITIAL:

INITIAL:



MISCELLANEOUS RULES

VIBE ALCOHOL POLICIES

Additional Rental Policies Specific to The VIBE

When scheduling event time, please remember that set-up and
clean-up must be conducted and completed within the hours of
the contracted rental agreement. � 
NO storage is permitted either before or after the event. All items,
including catering and rental supplies must be removed the day of
the event. The Foster City Parks and Recreation Department
accepts no responsibility for any items left behind. 
Children and teens must be supervised at all times and remain in
the rented area. “Casino” parties of any type will not be
approved.� 
Facility users are responsible for all equipment. All gaming tables
must be used for its intended purpose. �
 Skate Park and basketball court are open for public access and
are available on a first-come, first-served basis. The Foster City
Skate Park and basketball court are unavailable for private rental. 

Alcohol must not be served-or sold to minors. 
It is not the responsibility of City staff to verify legal drinking ages
of guests. 
A certificate of liability insurance must be provided (see Insurance
Information sheet). 
There is a 5 hour minimum for all reservations at The VIBE that
offer alcohol. 
The VIBE is not available for rent when the facility is in use for
teen programs. 
No storing of alcohol is allowed prior to the permitted event. 
All alcohol must be cleared off the premise and taken away from
the building at the conclusion of the event. 
Alcohol is only allowed in the designated food and drink areas of
The VIBE (Kitchen, Café, Patio/Courtyard, Activity Room, and
Dance Floor); alcohol is not permitted on the basketball court or in
the skate park or to be taken into any facility bathrooms or any
parking lots. 
Intoxicated guests must be provided with an alternate, safe form
of transportation by the Renter. 
Renter is responsible for managing the conduct of their guests;
minors under the influence and rowdy guests may result in Police
notification. 
Excess cleaning or maintenance as a result of alcohol use or
otherwise will be billed accordingly through withholding the
appropriate deposit and/or filing a claim as covered by the
renter’s insurance policy. 
If alcohol is being sold, Renter must obtain an ABC License and
comply with its requirements at all times

Failure to comply with all aspects of our rules & regulations
can result in the full loss of the rental deposit

Due when submitting application

Completed and signed Facility Use Application

Completed and signed Facility Rules Agreement

Deposit (Checks to City of Foster City are preferred)

Proof of Residency (if applying for Resident Rate)

APPLICATION CHECKLIST

Due 30 days prior to event

Liability Insurance Certificate

Facility Rental Fee Balance

Set-up and Equipment list

Equipment Fee (If applicable)

INITIAL:

INITIAL:



$208 /hr

Foster City Facility FY 25/26 Fees

ROOMS

VIBE Main Floor

Day of the Week

Friday - Sunday

FY 25/26
Resident Rate

$156 /hr

FY 25/26
Non- Resident Rate

Dance floor & adjacent
carpeted area

Maximum Capacity

150 People

*Pool table, TV’s and video game amenities included

$82 /hrSmall Activity Room Friday - Sunday $55 /hr30 People

$68 /hrStudy Room Friday - Sunday $42 /hr20 People

RENTAL ADD ONS

Only for groups with over 80 people

$55 (flat fee)Custodial Fee

Only for groups with over 100 people

$30 /hrAdditional Building Attendant

$26 (flat fee)Administrative Fee

Location or Date
Change Fee

$10 (flat fee)

First Change is free but additional changes will cost $10

$78 (flat fee)Kitchen Fee $109 (flat fee)Patio Fee

ADDITIONAL RENTAL FEES

(not available as separate rental, add on to above rentals only)

DEPOSIT FEES

$500Main Floor Deposit$200Deposit (All other Rooms)

Deposits are required for all party rentals. Security deposit and/or any refunded fees will be mailed to the address listed on the

application. Please allow up to 6 weeks after the reservation date for return of security deposit if paid by cash or check. � 

$32 (flat fee)Bounce House Fee

Deposit will be lost if our staff feels it is necessary to call in the Police to re-establish order or to control the conduct of attendees.

*Applies to all rentals

*Patio capacity is 50 people.



Podium or 
Podium with Mic

$11 each piece

Foster City Equipment Rental Fees FY 25/26 Fees

GENERAL MATERIAL FEES

Air Pots

Coffe Maker

Material FY 25/26 Fees

$11 for 3

$11

Portable Stage

$11

Small TV (42")

Large TV (75")

$20

$50

Microphone 

Portable Projector
Screen

$11 per mic

$11

Stanchions

Social Media Op
Frame

$15 for 2 

$11

(3 pieces = full stage)

includes topper

(wired or wireless)

Requested

YES

YES

YES

YES

YES

YES

YES

YES

YES

YES

THE VIBE MATERIAL FEES

BBQ Grill

Material FY 25/26 Fees

$16

Requested

YES

Cover for Pool Table $11

Popcorn Machine $60

YES

YES

Equipment #Available Quantity
Requested

VIBE COMPLIMENTARY EQUIPMENT

36"x36" Square Table 2

72"x30" Rectangle Table 16

 72"x30" Outside 
Picnic Table 3

Cocktail Tables

Chairs (Black)

6

Stools 12

Equipment #Available

MAIN FLOOR ONLY EQUIPMENT

Playstation 4 1

XBOX 360 1

XBOX One 1

Ping Pong Table 1

Pool Table (cannot move)

Foosball Table 1

Television 4

DVD Player 1

Stereo System 1

Wireless Microphone 1

1

Quantity
Requested

60



Applicant Signature: Date

Staff Signature: Date

Barbecue Rental Agreement 

$16 RENTAL FEE PER BARBECUE

I have received and agree to read the Barbecue Rental Information packet. Instructions on how to use

the grill and grilling safety tips are also located on the grill. INITIAL:

I understand that Recreation Staff is not responsible for any personal injury or the injury of my guests

while using the grill. INITIAL:

I understand that Recreation Staff is not responsible for any personal injury or the injury of my guests

while using the grill. INITIAL:

I agree to follow equipment and safety guidelines while using the grill. INITIAL:

I understand that Recreation Staff is not responsible for how food is prepared and/or cooked

on the grill. INITIAL:

I  understand that I will not leave the grill unattended at any time while it is in use. INITIAL:

I am responsible for checking in with Facility Staff upon leaving the facility to ensure the grill

is not damaged and/or cleaned appropriately. 
INITIAL:

I understand that it is my responsibility to reimburse the City of Foster City for any property

damage (including labor and materials) as result of using the grill.
INITIAL:

I understand that I am responsible for controlling any grill flare-ups. INITIAL:

I understand that it is my responsibility to clean the grill to the best of my ability after use.

City Staff can supply you with a grill brush, gloves, sponges, and cleaning products. INITIAL:

I understand that I only have access to the equipment and items that I have specifically

requested. Teen Center supplies (including kitchen implements, serving dishes, etc.) are for

department use only. 

INITIAL:

Thank you for renting our facility. We hope that yours is an enjoyable, memorable event.



Building Park

Where can you request a certificate of liability insurance?

Alcohol and insurance Guidelines

The table to the right summarizes the

Insurance and Alcohol Insurance

requirements by rental type for building

and park rentals. 

Meeting
No Alcohol

No Alcohol
Party

Event Type

No Alcohol
Public Event

Serving Alcohol
All Types

No Alcohol

*All private or public meetings, parties or events.

No Alcohol

No Alcohol

Serving Alcohol

Do you need to
provide insurance
for my rental?

Selling Alcohol
All Types

*All private or public meetings, parties or events.

Selling Alcohol

+Alcohol Permit from ABC

+ +

RENTAL TYPE
Will there be Alcohol?

The Foster City Recreation Center does

not purchase insurance for rentals.

Your homeowner’s or renter’s insurance carrierAAA Insurance

Geico Insurance theeventhelper.com

We recommend theeventhelper.com as it’s the easiest to use.

What do I need to include on my insurance certificate?

The City of Foster City requires a $1,000,000 comprehensive liability insurance policy

Date of the event

The City Of Foster City must be named as additional insured. Wording on the certificate should read:

City of Foster City and Estero Municipal Improvement District, its Council, officers, boards,

commissions, employees and agents.”

The information below may be given to the vendor or insurance carrier, so the certificate is properly filled out)

The additional insured address is:

City of Foster City/Estero Municipal Improvement District 

670 Shell Blvd 

Foster City, CA 94404 

ATTN: Dusty Landwehr

30 days prior to you eventCertificate of insurance is due:

It can be emailed to dlandwehr@fostercity.org, or it may be U.S. mailed or dropped off at the Vibe Teen Center at 670 Shell Blvd.

Please see the following page for an example of the Certificate of Liability Insurance and Endorsement that we will need for your rental.



Insurance Example:
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