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EL PORTAL RAIN FOREST CENTER

HC-01 Box 13490

Río Grande, PR  00745-9625

TEL 787.888-1810

FAX 787.888-5622
SPECIAL EVENT REQUEST PROPOSAL

Name of Special Event:      
Event Contact or Representative:      
Name of Company or Organization:      
Phone:           FAX:       
Mailing Address: 

	     


Date of Event:       
Time of Event:          To:       
How many guest are expected:       
Purpose of the Event:  
	     


Site inspection date and time:       
Catering by:       
Tables and Chairs by:       
Special Decoration by:       
Sound and/or Music by:      
Please indicate areas of the Center that will be used during the activity:


a.   Parking Lot
 FORMCHECKBOX 




b. Main Level
 FORMCHECKBOX 

c. Upper Level
 FORMCHECKBOX 

d. Theater

 FORMCHECKBOX 

e. Souvenir Shop
 FORMCHECKBOX 

f. Pavilions

 FORMCHECKBOX 

g. Pavilion Patios
 FORMCHECKBOX 

h. Nature Trail 
 FORMCHECKBOX 

Guidelines:
1. Decorations and set-up needs to be approved prior to event.

2. Deposit must be made at least one month prior to the event.

3. Deposit is to be made at the Catalina Service Center.

4. Payment will be made direct to the address that appears on Special Use Permit Form two weeks prior to the event.

5. Proof of payment must be presented to the Special Use Permit Office.

6. The El Portal facilities must be left clean and organized as found prior to the event.  This is usually the responsibility of the Caterer.

7. Special needs must be approved prior to the event

Applicants Name:          Signature:       



Date:       
For Official Use Only

Application received by:       




Date:       
Agreement/Special Use Permit by:       



Date:       
El Portal Operations and Maintenance:       


Date:       

Security Contractor


Maintenance Contractor


Landscape Contractor

Central Parking System:       




Date:       
Budget and Finance:       





Date:       
Catalina Reception:       





Date:       
Interpretive & SCEP Program:       



Date:       
Customer Service & Property Team Leader:       


Date:       
Rental Fee:       



Deposit:                                                       
Date Received:       


Date Received:       
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