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REGENT PARK PAVILION RENTAL APPLICATION 
PRIVATE FUNCTION RENTALS AND USES 

 

PLEASE PRINT CLEARLY. Application is not approved until confirmed by WPRA/IMC.  
 

 

A. APPLICANT / RESIDENT INFORMATION 

Applicant Name: __________________________________________________________________________   Date: ____ / ____ / _________ 

Westbury Park Address: ______________________________________________________________________________________________ 

Primary Phone: ______ - ______ - ________  Secondary Phone: ______ - ______ - ________    Email: __________________________ 

Applicant Status: □ Owner   □ Tenant      

Owner Name: ________________________________________________________________________ ______________________________________  

Tenant Name (if applicant): _____________________________________________________________   Lease Exp.: ____ / ____ / ______ 

Owner account must be current and verified by IMC. 

 

B. EVENT INFORMATION 

Event Name / Type: ________________________________________________________________   Requested Date: ____ / ____ / ______ 

Brief Event Description: _________________________________________________________________________________________________ 

________________________________________________________________________________________________________________________________ 

Event Start Time: ________ □ AM □ PM    Event End Time: ________ □ AM □ PM 

Setup Access Requested: ________ □ AM □ PM    Cleanup Complete By: ________ □ AM □ PM 

Estimated Attendance Headcount: Total: _____   Adults: _____   Minors (under 18): _____ 

Estimated Vehicle Attendance: Total: _____    

Event Invitation / Attendance: □ Private invited guests only   □ Neighbors/community   □ Outside organization involved 

If outside organization involved, list name / role: ______________________________________________________________________ 

 

C. RENTAL TYPE REQUESTED / FEE SUMMARY 

Check one rental type. Final fees/deposits are subject to Board-approved fee schedule and event classification. 

Check Rental Type 
Non-Refundable Fee  
(due at reservation) 

Refundable Deposit 
(refunded to you*) 

□ Pavilion only $125 $150 

□ Pavilion + Kitchen/Pantry $250 $150 

□ Pavilion + Kitchen/Pantry + Fire/Grill amenities $300 $200 

□ Non-standard event 
(Additional review / quote required) 

Quoted separately TBD 

Two separate checks are required: one for the non-refundable fee and one for the refundable deposit. The non-refundable fee will be retained once the reservation is 
approved. The refundable deposit check will be held by IMC and returned or destroyed after satisfactory inspection. If damage, extra cleaning, missing items, rule violations, 
or unpaid costs are identified, WPRA/IMC will apply, deposit, or retain all or part of the refundable deposit and/or charge additional costs to the owner account.  

Non-Refundable Fee Refundable Deposit Other Total Due with Application 

$ $ $ $ 

Check #:  Check #:  (2) Checks Received?  □ Yes □ No □ Other ____ 
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D. EVENT DETAILS / REQUIRED DISCLOSURES 

Third-party vendors / service providers?  □ No   □ Yes - name/type: ___________________________________________________________ 

Alcohol served or present?  □ No   □ Yes - details/provider: _________________________________________________________________ 

Amplified sound / music / microphone?  □ No   □ Yes - details: _______________________________________________________________ 

Special equipment / rentals / entertainment?  □ No   □ Yes - details: __________________________________________________________ 

Fireplace / Fire Pit / Outdoor Grill use?  □ No   □ Yes - describe: _____________________________________________________________ 

Decorations?  □ No   □ Yes - describe: _________________________________________________________________________________ 

Regent Park green space use requested?  □ No   □ Yes - describe: __________________________________________________________ 

 

E. ACCESS / PARKING / CLEANUP NOTES 

Limited-time card access will be issued for approved Kitchen/Pantry use. Toilet room doors will be unlocked during approved event hours. Applicant must complete all 
required cleanup items listed on the Post-Event Inspection Checklist before inspection by the Association’s authorized inspection provider or WPRA/IMC designee. No post-
event cleaning service is provided. 
 

Gate Access Plan: _________________________________________________________________________________________________ 

Parking Plan: _____________________________________________________________________________________________________ 

Cleanup / Trash Plan: ______________________________________________________________________________________________ 

Other Notes / Requests: ____________________________________________________________________________________________ 

_________________________________________________________________________________________________________________ 

 

F. REQUIRED DOCUMENTS / APPROVAL ITEMS 

□ Completed Rental Application       □ Rules / Policy Acknowledgment      □ Required Fees / Deposits 

□ Liability Waiver / Indemnification      □ Certificate of Insurance, if required □ Post-Event Inspection Checklist 

 

G. APPLICANT ACKNOWLEDGMENT 

By signing below, I certify that this application is complete and accurate. I understand that submission does not guarantee approval and that the 

event is not approved or placed on the calendar until WPRA/IMC confirms approval and all required documents, fees, and deposits are received. I 

understand that the Applicant must be present for the entire event and is responsible for guests, vendors, access, conduct, cleanup, trash removal, 

damages, rule violations, and additional costs. I understand that a post-event inspection will be completed and that any damage, extra cleaning, 

missing items, rule violations, or unpaid costs will be deducted from the refundable deposit or charged to the owner account. I understand that the 

Pool and Fitness Center are not included in any pavilion rental, and toilet rooms remain non-exclusive. I understand that approved private events 

may be posted on the WPRA Calendar of Events to show the Pavilion is reserved. Personal contact information will not be posted. I agree to comply 

with all applicable WPRA rules/policies and South Carolina law. 

 

Printed Name: ____________________________________________________     Date: ____ / ____ / ______ 

 

 

Signature: ________________________________________________________   
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H. WPRA / IMC USE ONLY 

APPLICATION 

Received By: _____________________________________________________________ Date Application Received: ____ / ____ / ______ 

Account Current: □ Yes □ No        Tenant Approval Verified: □ Yes □ No □ N/A 

Classification: □ Standard □ Non-standard   Status: □ Approved □ Denied □ Needs Info 

Waiver Received: □ Yes □ No     COI Required / Received: □ No □ Yes  

Kitchen access provided? (if applicable):  □ Yes □ No  Toilet room access unlocked during event hours? □ Yes □ No 

Grill access provided (if applicable):  □ Yes □ No 

 

FEES / CHECKS 

Non-refundable: Check #________ $________     Refundable: Check #________ $________     Other: Check #________ $________      

 

POST-EVENT CLEANING INSPECTION 

Name of inspection provider or WPRA/IMC-designee for this event: _______________________________________________ 

Inspection report received: □ Yes □ No    Issues found: □ No □ Yes (if yes, provide details below) 

Date Report Received: ____ / ____ / ______ 

 

FINAL AMOUNTS 

Refundable check: □ Returned   □ Destroyed   □ Deposited/Applied  

Additional cleaning/damage charged (if applicable): $_________ 

 

 

Notes / Conditions: ________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________________ 

 

_________________________________________________________________________________________________________________ 

 



                                      

WESTBURY PARK RESIDENTIAL ASSOCIATION | IMC Resort Services, Inc. | T: 843-785-4775 | Form v2.7.10.2026 

 

REGENT PARK PAVILION & AREA FACILITIES 

GENERAL RULES, FEES & PROCEDURES 

PRIVATE FUNCTION RENTALS AND USES 

 

This policy applies to private function rentals of the Regent Park Pavilion and related amenity areas by eligible 
Westbury Park Residential Association, Inc. ("WPRA" or "Association") applicants. Association-sponsored or 
Association-sanctioned events may be handled separately at the discretion of the WPRA Board of Directors. 

Eligibility 

• Only WPRA property owners, or properly registered current tenants with owner/lessor approval, may apply to 
reserve the Pavilion facilities. 

• Applicant accounts must be current and in good standing at the time of application approval and through the 
event date. 

• The Applicant/responsible party must be present for the entire event and is responsible for all guests, vendors, 
access, conduct, cleanup, damages, rule violations, and additional costs. 

• Submission of an application does not guarantee approval. No event is approved or placed on the calendar until 
WPRA/IMC confirms approval and all required documents, fees, deposits, and insurance items, if any, are received. 

Rental Options 

Applicants may request one of the following rental options: 

• Pavilion only 

• Pavilion + Kitchen/Pantry 

• Pavilion + Kitchen/Pantry + Fire/Grill amenities 

• Non-standard event — reviewed/quoted separately 

NOTE: The Pavilion rental includes use of the Screened-in room of the Pavilion. Fire/Grill amenities are available only 
as part of an approved private Pavilion rental and may not be reserved separately. The Fire Pit generally remains 
available to residents for informal, first-come, first-served use unless it has been reserved as part of an approved 
private Pavilion rental. 

Fee Structure 

Two separate checks are required: one for the non-refundable fee and one for the refundable deposit. The non-
refundable fee will be retained once the reservation is approved. The refundable deposit check will be held by IMC and 
returned or destroyed after satisfactory inspection.  

Rental Type Non-Refundable Fee  
(due at reservation) 

Refundable Deposit 
(refunded to you*) 

Pavilion only $125 $150 
Pavilion + Kitchen/Pantry $250 $150 
Pavilion + Kitchen/Pantry + Fire/Grill amenities $300 $200 
Non-standard event — reviewed/quoted separately Quoted separately TBD 

 
If damage, extra cleaning, missing items, rule violations, or unpaid costs are identified, WPRA/IMC will apply, deposit, 
or retain all or part of the refundable deposit and/or charge additional costs to the owner account. 
 

Standard Event Limits 

• Event window: 6 hours max unless approved. 

• Hours: Fri-Sat 9:00 AM-10:00 PM; Sun-Thu 9:00 AM-9:00 PM, unless approved. 

• Max attendance: 75 persons (unless event is reviewed & approved by WPRA as a non-standard event). 

• Setup/access: must be requested in the application and approved in advance if outside event timeframe. 

•  Blackout dates: posted on the WPRA Calendar of Events at westburyparksc.com/pavilion-calendar.html and may 

https://www.westburyparksc.com/pavilion-calendar.html
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be updated by WPRA/IMC regularly.  

•  Calendar Confirmation: Approved private events will be posted on the WPRA Calendar of Events to show the 
Pavilion is reserved and avoid double booking. Personal contact information will not be posted. 
 

Areas Included / Excluded 

• Toilet rooms: available but non-exclusive; may not be reserved/restricted. 

• Pool + Fitness Center: not included in any Pavilion rental; may not be used as part of any private event. 

• Green space: case-by-case approval; extra deposit/insurance may apply. 
 

Cleaning / Trash / Inspection 

• Cleanup: No post-event cleaning service is provided. Applicant must complete all required cleanup items listed on 
the Post-Event Inspection Checklist, including but not limited to removing trash, food, supplies, decorations, and 
personal items; wiping used surfaces; restoring furniture; and emptying/cleaning kitchen refrigerators, 
microwave, sinks, and counters. 

• Post-Event Inspection: The Association’s authorized inspection provider or a WPRA/IMC designee may inspect 
after the event and assess cleaning, damage, missing items, or rule violations. 

•  Deposit Release: Release of the refundable deposit is subject to a completed Post-Event Inspection report. Extra 
cleaning required, damage, missing items, or rule violations will be deducted from the refundable deposit and/or 
charged to the owner account. 
 

Kitchen / Pantry 

• Approval required: must be requested in advance. 

• Supplies: Applicant provides all plates, utensils, paper goods, serving items, and event supplies. Association 
supplies may not be used. 

• Access: Limited-time card access will be issued for approved Kitchen/Pantry use.  
 

Toilet Room 

• Access: Toilet room doors will be unlocked during approved event hours. 
 

Fire / Grill Amenities 

• Approval required: Fireplace, Fire Pit, and Outdoor Grill must be requested in advance. 

• Availability: subject to weather, safety, maintenance, burn restrictions, and WPRA/IMC discretion. 

• Fire Pit: Applicant provides firewood; Association firewood may not be used for private events. 

• Outdoor Grill: Applicant provides/removes propane tanks unless otherwise approved. Grill is not available for 
open/casual use. Use requires an approved Pavilion rental/application and corresponding fee/deposit. Grill access 
will be coordinated by WPRA/IMC. 

• Gas fireplace: use only as instructed.  
 

Decorations / Setup 

• Freestanding decor only. No nails, screws, staples, tape, adhesives, or attachments to Pavilion surfaces unless 
approved in writing. 

• Damage-free products: only with advance written approval; any damage will be charged/deducted. 

• Open flames/candles/sternos/cooking devices: not allowed unless specifically approved in writing. 
 

General Use Rules 

• Smoke/vape-free: Pavilion, Screened-in room, Kitchen/Pantry, Fire Pit, and Outdoor Grill area. 

• No commercial/for-profit use. No unauthorized public use. 

• No gambling/wagering. Games of chance for money are not allowed. 

• Noise: no loud, disruptive, or overly amplified sound. 

• Laws/rules: all WPRA rules/policies and applicable SC/Beaufort County laws apply. 



Westbury Park Pavilion Post-Rental Checklist 
 

Pantry: 

o Counters clean 

o Shelves clean 

o Sink Clean 

o Refrigerators -- clean inside/outside, all excess event materials removed from fridge 
+ freezer 

o Owner’s closet stock  

o Large beverage containers clean  
o Walls left unmarked 

o Floors broom swept clean, no damages/stains 

o Cabinet doors/drawers - no marks/scratches 

o Trash removed/containers emptied 
 

Screen Room: 

o Walls left unmarked 

o Floors broom swept clean 

o Furniture wiped down 

o No door/screen damage 
 

Pavilion: 

o Furniture wiped down 

o No wall/column marks 

o Floors broom swept clean, no damages/stains 

o No damage from de cor or otherwise 

o Trash containers emptied and clean 

o Check projection screen for damage 
 
COMMENTS: 
 
 

 
Completed by:  
 
Name______________________________ 
   
Date______________________________        Time______________________________ 
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Parking / Access / Guests 

• Gate access: Applicant coordinates with IMC and is responsible for guest access. 

• Parking: only in allowed areas; no blocking roads, driveways, sidewalks, mailboxes, hydrants, or emergency 
access. 

• Guest conduct: Applicant is responsible for guest/vendor behavior anywhere in Westbury Park. 

Non-Standard Events 

Non-standard event = additional review/quote/requirements; not automatic denial. 

Examples include: 

• Outside organization, club, business, nonprofit, church, campaign, or similar group. 

• Open/community-facing invitation or promotion beyond a normal private guest list. 

• Large or mostly non-resident attendance; added parking/access impact. 

• Vendors, caterers, bartenders, performers, rentals, special equipment, alcohol, amplified sound, green space, 
Fire/Grill amenities, longer duration, or more than 75 attendees. 
 

Vendors / Alcohol / Insurance 

• Disclosure required: vendors, service providers, rentals, entertainment, alcohol, and special equipment must be 
listed on the application and approved. 

• Alcohol: third-party sale/service requires written approval plus any required permits/insurance; no underage 
service. 

• COI/additional insured: may be required for non-standard or elevated-risk events. 

• Review: Board/IMC/legal/insurance carrier review may be required before approval. 
 

Cancellation / Weather 

• Weather/safety/maintenance: WPRA may require cancellation, delay, or rescheduling. 

• Refunds/rescheduling: deadlines and eligibility determined at WPRA discretion. 
 

Unauthorized Use / Damages / Charges 

• Unauthorized use: Fines will be charged to the owner account, plus costs/damages/fees. 

• Applicant responsibility: all damage, cleaning, missing items, rule violations, vendor/guest actions, and added 
costs. 

• Costs above deposit: will be charged to the owner account and collected per WPRA rules/law. 
 

Required Documents 

• Rental Application: event details, amenities, attendees, vendors, parking/access, disclosures. 

• Liability Waiver / Indemnification / Insurance: legal/liability terms and COI requirements; legal review as 
needed. 

• Rules / Policy Acknowledgment: Applicant agrees to this policy and all approved event conditions. 

• Fees/deposits: must be received before approval/calendar placement. 

• Post-Event Inspection Checklist: Applicant must complete all required cleanup items listed on the checklist 
before inspection by the Association’s authorized inspection provider or WPRA/IMC designee. No post-event 
cleaning service is provided.  

Acknowledgment 

By signing, Applicant confirms all event details are complete/accurate and agrees to comply with this policy, the 
approved application, waiver/insurance requirements, WPRA rules/policies, and applicable law. 

 

Applicant Name: ____________________________________________    Date: ____ / ____ / ______ 

Signature of Applicant: ______________________________________    Phone: ______ - ______ - __________ 


