
SPECIAL USE PERMIT REQUEST 
Submit this form to request approval for special ac�vi�es, including but not limited to inflatables, amplified sound, extra tents and 
chairs, food trucks, or large groups within a City of Richardson Park. Special Use Permits are only issued for private events. Please 
read and sign the Condi�ons of use (page 2) before submi�ng.  

THIS IS NOT A PAVILION RESERVATION FORM. To reserve a pavilion, please contact either Heights or Hu�ines Recrea�on Center. 

Return this form to askrichardsonparks@cor.gov no later than two weeks before your ac�vity.   

There is a $25 fee for approved Special Use Permits. This fee will be assessed in addi�on to any applicable pavilion reserva�on fees. 

Today’s Date: ______________   Check if applicable: ☐ I have rented a pavilion  

Type of Ac�vity: _________________________________________________________________ 

Date of Ac�vity: ______________ Time:_______AM/PM to _______ AM/PM  

Park or Area Requested: __________________________________________________________ 

Number of atendees: _____________  Number of Parking Spaces needed: _____________  

Ac�vi�es held at pavilions will have pavilion capacity limits enforced.   
Unless otherwise stated, the standard park pavilion has a capacity of 50 people. 

Contact Informa�on: 

Name _____________________________________________________________________ 
Organiza�on: _______________________________________________________________ 
Address: ___________________________________________________________________ 
Phone: ________________________ email: ______________________________________  

I am reques�ng approval to use the following items during my ac�vity: 

Amplified Sound    
Fees/Dona�on    
Catering   
Food Truck (see p. 2)  
Inflatable (see p. 2) 
Tents 
Extra Tables/Chairs  
Exceeding 6hr �me block 

Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  
Yes ☐ No ☐  

Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________ 
Details ______________________________________________________________  

Please describe any other requests not 
listed above for which you are seeking 
approval:  
Does your ac�vity require adver�sing or 
other types of promo�on to the general 
public?  

Details ______________________________________________________________  
____________________________________________________________________ 
____________________________________________________________________ 
Details ______________________________________________________________  
____________________________________________________________________ 
____________________________________________________________________ 

Parks and Recrea�on Department Use Only: 
Comments: _____________________ 
_______________________________ 
_______________________________ 
_______________________________ 

 _________            __________ 
Parks Review        Admin Review 

______________________________________                
Approved 

      ____________                ____________ 
     Date        Fee Paid 



Condi�ons of Use:   
Unless waived by the Director of Parks and Recrea�on, the Parks and Recrea�on ordinances of the City of Richardson (chapter 15) 
will apply at all �mes.  
Please note the following:  

• Photographs of this form will not be accepted for final approval.  Please submit the completed, signed form
as a PDF to askrichardsonparks@cor.gov

• A fee of $25 will be assessed for all approved special use permits
• Most park pavilions are not reservable, and are available on a first-come, first-served basis. Reservable

pavilions (and the capacity of each) include:


 

Breckinridge Park
• Gazebo (complex B - 50)
• Pavilions A & B (complex C - 150)

Cotonwood Park 
• North Pavilion A (50)
• South Pavilion B (25)

 
 
 
 
 

Crowley Park – South Pavilion (75) 
Hu�ines Park (75) 
Mimosa Park (50) 
Heights Park - North Pavilion (50) 
Point North Park (50) 

• All vehicles must remain on designated park roads or parking areas. No driving on grass areas is allowed,
including for deliveries and set-up. Any supplies or apparatus must be hand trucked from the parking lot.

• Do not �e or atach any items to trees. Do not damage plant material or place items in landscape beds
• Most pavilions have electrical outlets that are available for use. There is one (1) 110 volt, 20-amp circuit. If

the outlet is overloaded and the circuit fails, we will not be able to re-set it during your ac�vity. If your
requirements for power exceed what is available, please plan to supply a portable generator.

• Food trucks may not vend from city streets and may not provide food to the general public. If you wish to
retain a food truck for your ac�vity, the food truck may only provide food to your event atendees, and the
food truck may not take payment from atendees directly. Please arrange to pre-pay the food truck for your
ac�vity. Your atendees must have some sort of iden�fica�on (such as a wristband or �cket) to iden�fy them
as atendees of your ac�vity.

• Please bring extra trash bags and ensure that the grounds are cleaned up a�er your ac�vity. Full trash bags
may be le next to any park trash can.

• No alcohol is permited in City of Richardson parks at any me.
• “Amplified Sound” is defined as any powered speaker. If you wish to use amplified sound, an ordinance

waiver approved by the Director of Parks and Recrea�on will be required.  The use of amplified sound must
be at a volume that is not audible further than 50 feet from the source of the sound.

• Inflatables (bounce houses) may be used in the park with certain condi�ons. We must have a cer�ficate of
insurance (COI) on file that demonstrates at least $1M in liability insurance. “The City of Richardson 2360
Campbell Creek Blvd Richardson TX 75082” must be listed on the COI as an addi�onal insured and as the
cer�ficate holder. Contact the Parks and Recrea�on office for a list of vendors who have COI on file.
Inflatables over 400 square feet will not be permited. Please submit a copy of your inflatable rental
agreement with this permit request.

• Ac�vi�es in which fees will be collected or admission charged to par�cipants will not be approved.
• No events that are adver�sed to the general public will be approved. The Special Use program is intended for

smaller, private events.

• Petting zoos or other ac�vi�es that involve animals will not be approved.
• Special Use Permit requests must be submited no later than two weeks prior to the date of the ac�vity.

I have read and understand these Condi�ons of Use and if approved, I agree to abide by these and all Parks and 
Recrea�on Ordinances and regula�ons.  

Signature: ___________________________________  Date: _____________________ 
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