Kingston Parks & Recreation Program Proposal Sheet
Your proposal will only be considered if all information is completed.
Our goal when offering programs to Kingston residents is to be able to offer value added, affordable programs, offering residents a benefit. Ex. a program that is not offered elsewhere, a reduced fee, etc.  This creates partnerships between the Parks & Recreation Department and our instructors.​ We manage the administrative end of the programming, registrations, financial, marketing, etc.  In addition, this provides our "partnering instructors" with advertising through our marketing, such as flyers, e-mail blasts, social media, etc.  Instructors are encouraged to market their programs through any additional means that they would like to get the word out about their program.
Instructors are required to provide a Certificate of Liability Insurance. Insurance requirements must include the Town of Kingston named as an additional Insured, mut be received prior to your program’s start date.   GENERAL LIABILITY REQUIREMENT: $1,000,000 per occurrence Bodily Injury Liability and $3,000,000 per occurrence Property Damage Liability.
All Instructor’s must fill out a CORI Form with the Kingston Parks & Department prior to program start date.
Your Contact Info:
Name:

Address:

Phone #: 
E-Mail:
Program Name:

Brief Program Description:
Things to be included on this Program Proposal Sheet:

Proposed Start Date:

Day(s) of Week:

Number of Weeks:

Availability for time(s) to teach Program - start to finish times:

Location: 
· Note: please state if to be held at Reed Community Building or if other location,  please name location
· *** NOTE If to be held at one of the Schools, prior approval by the school needs to be managed by the instructor before submitting this form to the Parks & Recreation Department.  Please attach approval form with your proposal  

Grades of participant or ages:
Your Program Fee:  

*Note: When submitting your invoice, please deduct 10% from your fee for the Recreation Commission Administrative Costs, or 15% from your fee if using Kingston Recreation supplies and/or equipment.
Minimum number of participants:

Maximum number of participants:
Please let us know if you have any questions; 781-585-0533.
Please e-mail this proposal sheet to: bgordon@kingstonma.gov 
