
City of Olivette Parks & Recreation Department 
1200 N Warson Rd, Olivette, MO 63132  T: 314.991.1249 | opr@olivettemo.com 

OlivetteParksandRec.com 

FIVE OAKS ON WARSON RENTAL APPLICATION 

CONTACT INFORMATION 

Household Name Last Name (if different) First Name 

Birthdate: Email Address 

Cell Phone: Additional Phone Zip 

Mailing Address: 

Agency Name: (if applicable) Agency Second Contact: Additional Phone: 

ROOM(S) REQUESTED (PLEASE CHECK BOXES BELOW) 

 Chinquapin Multi-Purpose 

  A    B    C    Full 

Gymnasium 

 1    2   Full 

 Sassafras Indoor layground

 Studio
 Full Building    

 Sugarberry-Kitchen 

EVENT DETAILS 

Event Name: Event Date: Estimated Attendance: 

Will Food/Beverages be Served? 
 Yes   No 

Will Alcohol be Served? 
 Yes   No 

What Type of Music?  
 Live   DJ    Digital   None 

Event Start Times LOCATION I 
Start: ___________ End: ___________  

Event Set-Up: 
Start: ___________ End: ___________  

Event Clean-Up: 
Start: ___________ End: ___________  

Event Start Times LOCATION II  
Start: ___________ End: ___________  

Event Set-Up: 
Start: ___________ End: ___________  

Event Clean-Up: 
Start: ___________ End: ___________  

Catering Company if applicable  
________________________________ 

Tables & Chairs 
 Five Oaks   Rental Company 

Room Set-Up Option 
  I    II    III    Custom 

Recurring Event : +           If Yes:    Weekly   Monthly    Quarterly 

Days: Mon    Tue    Wed    Thu    Fri    Sat    Sun   |   Weeks:  1st      2nd      3rd      4th      5th 

RELEASE AND INDEMNIFICATION 

As part of the consideration for this rental, the Applicant releases the City and its elected and appointed officials, agents, servants, and 
employees (collectively, the "City"), from any and all liability for damages, whether due to injury to person or property, resulting from the 
use of the premises by any Permittee, which term includes the Applicant, the Applicant's agents, servants, employees, contractors, 
assigns, successors, invitees, or licensees, and any similar person or entity. The Applicant further agrees to indemnify and save 
harmless the City from and against any such damages and from any other loss, liability, cost, or expense, including attorney fees, that 
may be incurred by the City as a result of any claim, action, or suit asserted, brought, or filed by any Permittee. This Release and 
Indemnification shall apply and pertain to all claims and damages against the City, regardless of whether the Permittee's injury 
resulted from an act, omission, or negligence of the City, in whole or in part. I agree to allow use of my/our photograph for publicity. 

I have read and understand this Release and Indemnification and the City of Olivette Refund Policy and agree to abide by the Five 
Oaks Facility Use Policies.  

______________________________________________________________ Date:______________ 
Signed 

______________________________________________________________ Date:______________ 
City of Olivette Representative 



Five Oaks on Warson Rental Application 

Event Name ___________________________________________________ 

TABLE & CHAIR NEEDS 

 Round Tables 

 ___________________ 

Banquet Chairs 

___________________ 

Rectangular Tables  

___________________ 

Cocktail Tables 

___________________ 

FREE ACCESSSORIES 

 Podium   Yes   No        Screen   Yes   No       Audio   Yes   No        TVs   Yes   No       Whiteboard  Yes   No        

ADD-ON FEE ACCESSORIES 

Water       Yes   No     Fee: __________________________ 

Coffee             Yes   No     Fee: __________________________ 

Notepads/Pens   Yes   No     Fee: __________________________ 

Poster pads         Yes   No     Fee: __________________________            Sub Total: _______________ 

OUTSIDE VENDORS 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  

  Yes       No 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  
  Yes       No 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  
  Yes       No 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  
  Yes       No 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  
  Yes       No 

Vendor Name & Contact Function: Phone: Insurance Certificate 
Received:  
  Yes       No 

Each vendor must provide a Certificate of Insurance naming the City of Olivette as Additional Insured in the amount of $2M. Mail 
Certificates to the City of Olivette 1200 N Warson Rd, Olivette MO, 63132 or via email to opr@olivettemo.com 



Five Oaks on Warson Rental Application 



Five Oaks on Warson Rental Application 

FACILITY USE RULES, POLICIES & PROCEDURES 1. ______________ Renter Initial
1. SMOKING POLICY: This is a smoke free facility and park. No smoking is allowed inside or outside of the buildings.

2. FACILITY RENTAL: The City hereby rents to the Renter 21 years and older, and the Renter hereby rents from the City, certain
portions of Five Oaks on Warson (the "Facility") on an hourly basis for the activity specified and according to the terms and conditions
outlined on the Facility Use Application.

3. ACTIVITY: The City rents the Facility to the Renter only for the activity described in the Facility Use Application. All use, including
food, drinks, & activities must be contained within the room specified on the Facility Use Application.
3. ______________ Renter Initial

4. FEES AND DEPOSITS: Renter hereby submits to the City and the City hereby acknowledges receipt of the following:
A. Reservation Deposit: A non-refundable deposit equal to fifty percent (50%) of the total rental is required to reserve room.

B. Full Payment: Rental fee is due in full no later than (30) thirty days prior to the date of the activity. If activity is less than
(30) thirty days away the entire rent amount is due in credit card, cash or money order.
C. Damage Deposit: A damage deposit of $150-$500 is required for each room rental. The damage deposit is due no later than (30)
thirty days prior to the use. The City agrees to return the damage/security deposit to Renter within (30) thirty days following the activity
conclusion provided three terms are met:
1. The Renter has satisfied all requirements set forth in the attached rules and regulations; 2. the use has not exceeded the time
outlined in the Facility Use Application; 3. Upon satisfactory inspection of the room.
D. Resident Rates. Olivette residents, who provide proof of current residency through unpaid utility bill, shall be entitled to the
Resident Rate.         E. _____________ Renter Initial
E. Late Fees: There is no additional set-up or clean-up time allowed for the facility. Renter will have access to the facility only during
those times stated in the contract. Renter, guests, and vendors must leave the facility promptly when the contracted rental time is over.
If renter exceeds the time on the contract, an additional $50 per quarter hour will be charged for each quarter hour the renter exceeds.

5. ALCOHOL: Permission to serve alcoholic beverages will be granted on the basis of the following conditions:
a. Use of alcoholic beverages by the Renter is only for the activity described on the Facility Use Application.
b. Alcoholic beverages may only be consumed in the area stated on the Facility Use Application.
c. The Renter must provide some type of food when serving alcoholic beverages.
d. The Renter must comply with all local, state, and federal liquor laws.

6. YOUTH: Youth activities (ages toddler to eighteen years old) are prohibited without the presence of a one adult chaperon (over
age 21 years old) per every twelve (12) youth. 6. ______________ Renter Initial

7. CONTRACTS AND NOTICES: All contracts and notices to the City regarding the Agreement shall be directed to: Olivette Parks &
Recreation, 1200 N Warson Rd., Olivette, MO 63132 T: 314-991-1249 E: opr@olivettemo.com

8. COMPLIANCE WITH LAWS AND FACILITY RULES: The Renter and Renter's guests shall at all times maintain proper conduct and
decorum and shall comply with all laws, ordinances, rules, and regulations of all governmental bodies having the authority over the
Facility. Additionally, Renter acknowledges receipt of the Five Oaks on Warson Rules and Regulations and agrees to fully abide by the
Rules and to ensure that each guest of the Renter at the Activity abides by the rules.

9. DAMAGE TO FACILITY PROPERTY. The Renter shall reimburse the City for all damage to Facility property caused by the Renter or
by the Renter’s guests, employees, agents or affiliated persons. The damage deposit will be withheld to pay for any damage. Damages
in excess of the security deposit will be billed to the Renter. Renter MUST check-in and check-out with Facility Attendant for
damage deposit return.  9.  ______________ Renter Initial

10. RENTER'S RELEASE AND INDEMNIFICATION. A signed application is required for all rentals.

11. RENTER'S REPRESENTATIVES: If a corporation/partnership, the Renter represents and warrants to the City that this Agreement has
full right, power and authority to execute this Agreement on behalf of the Renter.

12. MISCELLANEOUS: This Agreement contains the entire agreement between the parties, may be modified only by written agreement of
the parties, and shall be governed by the laws of the State of Missouri, the County of St Louis & the City of Olivette.

13. REFUNDS: If the rental is canceled in writing more than (30) thirty days prior to the event, any monies paid in excess the non-
refundable deposit will be refunded.

14. TABLES & CHAIRS: Tables & Chairs are included for Chinquapin Rooms. They are NOT included for the gymnasium.

15. CLEAN UP: Renter is required to clear all trash & recycling from rooms used and place in dumpsters. Liquids need to be poured down
sink before placing bottles, cans & cups in recycling or trash. Sorting recyclables is strongly encouraged. Must be completed within
rental times outlined on contract.

16. DECORATIONS: No decorations, signs or flags of any type are allowed on the exterior of the building or the property. No
decorations, flags or signs may be placed in the lobby area. Nothing may be affixed to any interior walls. No glitter, no
fireworks, no confetti cannons, no smoke bombs, or similar devices are allowed in park or inside building.

Updated January 2026 
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Décor removed - nothing adhered to walls

Trash in provided cans/recycling

Excessive trash to dumpster

Room oorderly - Tables and chairs upright

Glitter/confetti (NOT ALLOWED)

No smoking on property

Electronics okay/Return borrowed cables

Patio cleaned

Carpet spills

Wall marks

Renter is cleaned up and out by allotted time

Play structure clean, no toys in structure

Trash in provided cans

Excessive trash in dumpster

Blocks put away

Coloring area orderly

Decor and or toys removed

Books cleaned up

Check for spills

Wall damage

Renter is cleaned up and out by allotted time

DATE :

Ovens off

Fridges empty

Sinks cleared

Counters wiped down

Trash in provided cans/recycling

Excessive trash to dumpster

Anything brought in removed

Ice dumped in back of house, not in plants

Renter is cleaned up and out by allotted time

EVENT :

MULTI-PURPOSE ROOM A B C|STUDIO:___:___-___:___

PLAYGROUND: __:__-___:___

CHECK-IN | CHECK-OUT

KITCHEN: ___:___-___:___ CATERING | STORAGE

COMMENTS:

1200 N Warson Rd. | olivetteparksandrec.com | 314.991.1249 | opr@olivettemo.com



HDMI CABLE

HDMI CONVERTER (USB C OR USB)

EASLES (1) (2)

WHITE BOARDS (1) (2)

MICROPHONE (1) (2)

BLUTOOTH SPEAKER

CORDED MICROPHONE (1) (2)

DATE :

WATER SERVICE

COFFEE SERVICE 

REGULAR (1) (2)

DECAF (1) (2)

HOT WATER (1) (2)

KITCHEN STORAGE (no oven/warmer/stove)

TIER 1- EVENT 1-4 HOURS

TIER 2 - EVENT 4-8 HOURS

TIER 3 - EVENT 8+ HOURS

STORAGE RULES FOLLOWED

EVENT  AND HOURS :

EQUIPMENT CHECK OUT: KITCHEN ADD-ONS

COMMENTS

STAFF :

CHECK - IN

GUEST  S IGNATURE :

GUEST  NAME:

STAFF :

CHECK -OUT

GUEST  S IGNATURE :

GUEST  NAME:

1200 N Warson Rd. | olivetteparksandrec.com | 314.991.1249 | opr@olivettemo.com



KITCHEN
RENTAL GUIDE

314-991-1249 1200 N Warson Rd. Olivette MO, 63301 OlivetteParksandRec.com

CATERING INFORMATION

CATERING PRICING
Professional caterers have access to 

Ovens
Stoves
Warming drawers 
Refrigerator freezers 
Industrial clean-up station 
Ice machine 
25ft counterspace 
Microwave 
Sinks

There is no access to cabinets or drawers,
serving utensils, plates, cups, serving dishes,
ice buckets, etc. 
Must bring everything needed.

Access begins and ends according to rented
time shown on contract. Extra time will be
charged at the hourly rate to renter on
contract.

Caterers must have a valid certificate of
insurance on file. 
Email to opr@olivettemo.com or mail to
1200 N Warson Rd. Olivette MO, 63132

With Multi-Purpose Room Rental
$50 per hour - Res/Mem
$80 per hour - General

No Additional Room Rental
$80 per hour - Res/Mem
$120 per hour - General

Refundable Damage Fee
Fee not applicable with additional room

rental.
$150 - No Additional Room Rental

CATERING ACCESS

KITCHEN RULES
Only professional caterers with a Certificate of
Insurance on file may use stoves.
No access to cabinets or drawers
Kitchen must be clean upon departure (industrial
wash station may be utilized)
Food may be served from the kitchen, counters or
stainless steel tables (up to 4, must be requested
ahead of time)
Leftovers may be left in the refrigerator or must be
placed in trashcans. 
Excess trash must be taken to dumpster
Access to kitchen is based on contracted time.
Extra time will be charged to renter on contract.

2025



KITCHEN
RENTAL GUIDE

314-991-1249 1200 N Warson Rd. Olivette MO, 63301 OlivetteParksandRec.com

STORAGE INFORMATION

STORAGE PRICING
Renters have access to

Refrigerator freezers 
Ice machine* 
25ft counterspace 
Microwave 
Sinks
Extra decor items or set-up items may be
stored in the kitchen space.

There is no access to cabinets or drawers,
serving utensils, plates, cups, serving dishes,
ice buckets, etc. 

Must bring everything needed.

There is no access to ovens, stoves, or
warming drawers. Serving or prepping in
the kitchen is not allowed with the storage
option.

Access to the kitchen for storage is based on
rental time. Breech of storage rule will result
in loss of portion of damage deposit.

Based on contracted hours
$50 - 1-4 hours

$100 - 4-8 hours
$150 - 8+ hours

Refundable Damage Fee
Fee not applicable with additional room

rental.

STORAGE ACCESS

KITCHEN STORAGE RULES
No food may be prepared or served
No access to cabinets or drawers
No access to ovens, stoves, or warming drawers
Kitchen must be clean upon departure (industrial
wash station may be utilized)
Leftovers may be left in the refrigerator or must be
placed in trashcans. 
Excess trash must be taken to dumpster
Items may be stored in the kitchen, on the
counters or floor space.
Items may not block fire extinguishers or exits
*Ice machine may be accessed by Five Oaks staff
If renter needs to switch to catering option, they
will be charged the hourly rates minus paid
storage fee. 

Stoves may only be used by professional
caterers with Certificate of Insurance on file

2025
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