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Follow the stepsin this packageto get your permit:

The Philadelphia Parks & Recreation Department (PRR) designate
areas for events. Any gathering of 50 people or more in one locati
any gathering requiring tents, sound systems, staging and/or any t
equipment is considered bea special event

Arrangements for youevent should not be made until you have recei
permit approval fronPPR

Return the completed applicatitm the Special Events Offidongwith
payment andall other required documentationAll five steps in the
Special Events Permit Application process must be completed.
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Deputy Mayor

January 2012

| am pleased to provide Philadelphia Parks & Recreation’s (PPR) 2012 Special Event Policy and
Application. PPR traditionally hosts hundreds of special events each year, from neighborhood
movies and concerts to regattas, parades, triathlons, benefit walks and the City’s g™ of July
celebration.

This new policy and application is the result of months of review of our former policies,
research into peer cities, and input received from a focus group convened to review a draft of
the policy. The goal is to provide a fair, predictable, transparent and balanced approach to
permitting special events. Issuing permits will assure that a permitee has access to a site and
requested support and allows the department to document usage.

This policy is for special events held in passive parks and sites under PPR’s jurisdiction. PPR’s
recreation centers, athletic fields and courts are subject to a separate set of guidelines and
applications.

An event organizer may require services from City agencies other than PPR, such as Police, Fire,
Licenses & Inspections or Health. PPR will work with an applicant to make connections to these
departments.

It is our intent to review this policy and application after one year of implementation to
determine if modifications should be made prior to the 2013 special event season. Comments
or questions received during 2012 will be considered as part of this year-end review.

Any questions about the policy or process may be directed to Barry Bessler, Chief of Staff, at
215.683.0202 or barry.bessler@phila.gov.

Thank you for considering a PPR site for your event. | wish you the best.
Michael DiBerardinis

Deputy Mayor, Environmental & Community Resources
Commissioner, Philadelphia Parks & Recreation

“MEMBER OF NATIONAL RECREATION & PARK ASSOCIATION PENNSYLVANIA RECREATION AND PARK SOCIETY"



Submitting Your Application

Eventapplicants will be responsible tprovidethe application feejonation security deposit, staff costs, and
insurancandemnification required to receive a pertoithold an event

1 All event applicatios mustbe submitted through tHePRSpecial Events OfficeApplications must be
submitted at leastninety (90) days prior to the @ent. The application fe®f $25.00 and all other
required documentation must accompany the application. Applications submitted less&taiio0)
days prior to the \vent will be subject to an adibnal $30.00 late fee, which must accompany the
application. Only completed applications submitted to the Special Events Office will be reviewed
Applications must be mailed or hadelivered. Faxed or emailed applications will NOT beaccepted

1 Submitting an application does not gram¢ applicant permit or permission toold theevent. Once a
completed applicatiomndthe $2500 feeis receivedthe Special EvestOffice will contactthe applicant
to acknowledge receipt dhe applicationyequest more information for an extended reviesueor
denytheapplication.

1 Within 30 days ofsubmitting thecompleted application and $2® feg the applicanshould receive a
pre-permit (conditional) oaderial letter with theapplicationreturned

1 For Events & Festivals and Athletic Eventss described belowthe prepermit must be signed and
returned to the Special Events Office with full paymeinthe donationsecurity depositand staff costs,
no later than fdg-five (45) days prior tahe event. For Friends& SupportGroupspermits as described
below, full payment ofsecurity deposiaind staff costsnust be submitted no later thémrty (30) days
prior to the gent.

1 Once the signed pneermit and all required payments certificate of insurance and additional
documentation are received, the Special Events Office will execute and issuhitiezedpermit.

1 The only acceptable form of payment for all application feegjonations, security deposits and staff
costsis a check c as hi ear maney ordez m&de payable to Fairmount Park Credit card
payments or cashwill not be acceptedinder any circumstances

The attachedonationschedule does not apply to sites covered by agreements with third, padoes City
fadlities such as recreation centers, libraries,, @icerzents with 5,000 or more attendeds.determining the
donationfor events with over ®00 attendees, the following factors shalcbasidered

The length of time ofite event

The nature of usencluding but not limited tathe location of the event aride type of egipment to be
brought into thesite and the displacement of any othises caused by the event andsésup andor
disassembly

The number of paple expected to attend

Whether the applicant witharge admission to attendees

The size and type of the evemicluding the size of any stagimagd otheevent supporstructures;

The type and extent @ity services required tsupport the event
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Friends & Support Groups (attendancef no more tharl,000 spectators/participants. Restrictions
may applyanddoes notinclude Par k Aodfiocations)

One of the following three criteria must be met to be considered a Friends & Support Group
a) Any group or organization whog&imary missionis to support, care for, maintain or fundraise for a
specific PPR park, site or facility (i.e. Park Friends groups, Recreation Advisory Councils).




b) Any non-profit group or organization whose mission is toyde public programming opportunities or
ancillary support at a specific PPR park, site or faclbgated withinthe communitysurrounding the
PPR propertyi.e. athletic associations).

c) Any nonprofit group or organization whose primary mission is topsup the general business,
commercial or residential interests of the community and has a desire to support a PPR park, site ¢
facility located within that community (i.e. community development corporations, churches, civic
associations).

Events & Festivals (attendancef no more thars,000 spectators/participants. Restrictions may apply.)

These are large events held by +pwofit and forprofit organizations which are open to public participation
and may include, but are not limited, fwomotional or commercial eventsconcerts,or other artistic or
cultural performancesnddo nototherwise constitutetlaletic events as defined belowost of these events
will require that the applicant entertana license agreement with PPR and reimbunsecbst of all City
services.

Specialr gul ati ons and applicat i olistedfpelowc edur es f or

East Terrace of the Philadelphia Museum of Art
FairmountWater Works
Rittenhouse Square

Once the completed application and $25.00 application fee are received, the Special Events Offic
will approve the date and times. 50% of tanationmust be paid immediately to secure the date.
Ten (10) business days prior to any setup forettent, he remainder of thdonation including the
security deposit and any overtime reimbursement must be paid in full.

Atleastone®PPRst af f person wi |l | be r equitheeent, and break |

down of theevent. Theapplicantwill be responsible for all costs associated with staff time and will
be required to reimburse aragdditional costs toPPR, either directly or as a deduction from the

refundable security deposit

f Cancellations must be made in writing and addressed tBRfRe £' Deputy Commissioner for
Parks & Facilities

1 Cancellations made more than 60 days prior toetrent date will receive 75% refund of the
security deposit.

1 Cancellations made 380 days prior to theevent date will receive a 50% refund of the security
deposit.

1 Cancellations made less than 30 days prior t@tkat date will forfeit the entire security deposit.

Athletic Events (attendancef no more tha®,000 spectators/participants. Restrictions may apply.)

Athletic eventsare anyrecreationalor sporting events designed for public participatiodluding, but not
limited to, regattas, road races, cycliages walks, etc., and have an athletic activity as the primary focus of
the event. Sales of any kind, promotional tents or vehicles, corpasmpes or bannersamplified sound
(except for public address announcements), and rausiprohibitedn Level 1, 2, or 3 Athletic Levels 1V,

2V, and 3V will permit up to two (2) vending locations limited to a 10 footy 20 foot space each, but

no promotional tents or vehicles, or any kind of corporate signs or banners will be permittedAthletic
permitsat Level 4are permitted to have amplified soumutcluding musi@andcorporatesponsoshipsigrage

and bannersbutno vending
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Individuals (atendancef no more thari00participants.)

These argorivate events hosted by an individual that is not affiliated with, or representingpeofibror
nonprofit group or organization. NGity services will be provided, and the applicant will be rezpliito
indemnify and hold PPR harmless.

Rules and Regulationdor a Permitted Event

A copy of the permit must remain on site for review at all times

No rain dates will be issued.

Permits are nofransferable.

The official PPRdepartmentogo must baused in all printed and electronic materials (brochufigers,

bannersi-shirts, websites, advertisements, or giveaways) produced in association veitarthat a size

equivalent to no less thamehalf of the presenting ponsor 6s | ogo

1 Parking or diving on grass, service roads or athletic fields is strictly prohibited. Applicants shall ensure
that their guests, vendors, concessionaries and exhibitors shall not park or drive vehicles sergcass
roads, or athletic fields.

1 Fastening or attachg any rope, sign, banner, flyer or other object to any steeh or natural amenity
in any park are#s strictly prohibited and automatically forfeits all or part of the security deposit.

1 No corporate advertisements or logos promoting alcohol prodtiacco products, casinos or adult

entertainment will be permitted

T
T
T
T

In combination with the renovations and development of the Parkheayules and regulations of tR&€R

will be strictly enforced.

1 Staking of any kind which includebutis not limited tq tenting, guide wires, grounding rods, tethering
lines and/or signs po#t strictly prohibited and automatically forfeits all or part of the security deposit.

1 Fastening or attaching any rope, siganner, flyer or other object to any tree, shrub, or natural amenities
on the Benjamin Franklin Parkwag strictly prohibited and automatically forfeits all or part of the
security deposit.

1 Parking or driving on grass, sidewalks, or grass panels atlysfrohibited. Applicants shall ensure that
their guests, vendors, concessionaries and exhibitors shall not park or drive vehicles on grass, sidewall
or grass panels.

Donations, Security Deposits and Insurance

1 All applications must be completeand submitted to the Special Events Offies specifiedin the
Submitting Your Applicatiorsectionabove

1 Applicantwill be charged 5(ercentof the quoted dailglonationfor each set up and bredown day
associated with production of the event

1 Cancellations must be made in writing 14 days prighéevent forFriends& SupportGroupscategory

permits. No refunds will be granted fdtvents& Festivat or Athletic Eventscategory events.

Refunds will not be granted for inclement weather @ooaks.

Security deposits will be refundegbproximately60 days following thesvent date ifall requirements are

metand thePark is left clean and without damage

1 Failure to obey the above rules and regulations will result in the forfesfuadl or partof the event
security deposit.Listed kelow are penalties for permit violations. Refer to the table below for a listing of
common violations and their respective papalt All penalties will be dedcted from the evergecurity
deposit, unless otherse agreed tan writing. Penalties that exceed the security degeesd in advance
and being held by PPRIill result in an outstanding balance that must be paiwh receipt of notice and
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prior to consideation of future ecial Event prmit requests?PRmay deny future Special Evergnpnit
requestgrom any applicanif an outstanding balance exists.

1 The certificate of nsurance must evidence, atminimum, general liabilitywith a $1,000,000 per
occurrence limit of liabity, specificallynamingthe City of Philadelphia, its officers, employees and
agentsas an additional insured. The City reserves the right to require higher lintits dvent so
warrants Applicants who do not possess general liability insurance reagligible to acquire the appropriate
insurance through the Cityo6s Office of Risk Manage

Unauthorized vehicles on grass, athletic fields, pathways or service | $50 per vehicle plus the cost of repair

roads

Portable Toilets and hand washing stations ograss $25 per portable toilet or hand washing
station

Portable Toilets and hand washing statiosleft after 24 hours 25% of security deposit per day

Damage to Park property Cost of repair

Misrepresentation of any factual information required throughout the | Denial of future requests and/orforfeiture of

application process or event implementation security deposit

Fastening or attaching any object to any tree, shrub, or natural Forfeiture of all or part of the security

amenity deposit

1 PPRdoes notprovide amenities such as sound systems, tables, chairs or other support materials an
services.

1 Provisions for parking are not included in thguance of anyvent ermit.

1 PPRdoes not providgortable restroomsr disposable trash containeier Evens. These amenities
must be procured by trepplicant The appropriate number of these amenities will be determined by the
PPRSpecial Events Manager.

1 Any single tent or canopy measuring over 100 square feet requires a separate permit fragjnahe Ci
Phil adel phia Department of Licenses & I nspect.i
atwww.phila.gov

Any eventmayrequireadditional permits, approvalor servicedrom other departments in City government
Below are contact numbers faarious servicethat may be required.

Police- SgtD. Abbott 2156852141e-mail - daniel.abbott@phila.gov. Police are requickfor any road
closures, crowd control, gated @dmission chargeevents or evens with alcohol being served.

Fire i_Capt. R. McCahery 2156859170 e-mail - ray.mccahery@phila.gov. TheFire Department must
be contacted for all events. The Fire Department will deterrhmappropriatéevels of emergencyedical
coverageequired

Health Department - G. Van Note 2156859474 e-mail - george.vannote@phila.gov Any event
planning to distribute, selreample food must contact the Healtedartment for approval amérmit.
Licenses and Inspectioni M. Blaney 2156862522 e-mail - maureen.blaney@phila.gov. Any event
having tents, salestructures or electrical generatorsf any kindmust have a permit or license fraime
department oLicenses and Inspections.

Managing Dir eM Sabb 20586348 eimaile mechelle.sabb@phila.govRequess for all
other Gty services must be submitted to thamagingDi r e cQfficer dhese services include street
cleaning,sound and general permissidrom the city.
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Level 1 5071150 $0 $100 Yes No No No No No
Friends & Support Groups
(as defined on page 2) Level 2 151-250 $0 $250 Yes Yes No No No No
All payments must be submitted 30 days priq Level 3 251500 $0 $500 Yes Yes  Yes No No No
to the event. i
Level 4 Up to 1,000 $0 $500 Yes Yes Yes Yes No Vending
Level 1 Up to 1,000 $3,000 $2500 Yes Yes Yes Yes No Giveaways Only
Events & Festivals Levell  Upto1,000  $5,000 $2500  Yes  Yes Yes Yes No _ Giveaways Only
(as defined on page 3) Ba |k
~ \ . Level 2 1,001i 3,000 $4,000 Site impact  Yes Yes Yes Yes Yes Giveaways Onl
Par k A @&sefired o pags3) _ _ P : y y
Level 2 1,0017 3,000 $7,500 Site impact  Yes Yes Yes Yes Yes Giveaways Only
All payments must be submittd8 days prior |2 a7 K _ .
to event Level 3 3,001 5,000 $6,000 Site impact  Yes Yes Yes Yes Yes Yes
Level 3 3,001i 5,000 $10,000 Site impact Yes Yes Yes Yes Yes Yes
. Par k
Level 4 is for alB.F. Parkway events Level 4 N/A $20,000 Site impact Yes Yes Yes Yes Yes Yes
Level 1 Less than 1,000 $1000 $1500 Yes P.AOnly Yes No No GiveawayOnly
Athletic Events Level 1V  Lessthan 1,000 $1500 $2500 Yes P.AOny Yes Yes No 2 Locations
(as defined on page 3 Level 2 1,000 to 1,500 $2000 $1500 Yes P.AOny Yes Yes No Giveaways Only
Level 2V 1,000 to 1,500 $2500 $2500 Yes P.AOnly Yes Yes No 2 Locations
All paymentanust be submitted5 days prior Level 3 1,501 to 3,000 $3000 $2500 Yes P.AOny Yes Yes No Giveaways Only
to event Level 3V 1,501to 3,000 $3500 $5000 Yes P.AOny Yes Yes No 2 Locations
Level 4 3,001 to 5,000 $5000 Site impact  Yes Yes Yes Yes Yes Giveaways Only
Ind|V|dua|S (as defined on page 4) 1'100 $500 Sltelmpact NO NO NO NO NO NO

Donationsare norrefundable

Applicants will be charged half of théaily rentaldonationfor each setip andbrealdown day.



Philadelphia Parks & Recreation

2012 Special Events Permit Application

Completethe followingfive steps and return this portion of the application aleith the application feef $2500, made payable to
Fairmount ParkApplications submitted less th@0 daysprior to the eventustinclude an additional $30 late fee.
Faxedor emailed copies of this application will not be accepted

Step 1. Provide Event Information

Name of the event

Park anl specific location requested

Day(s) andDate(s) of event (no rain dates)

Setup and breakdown datesagfplicable

Hours of event. Setup time start time finish time breakdown time Attendance

Description of Event

PPR servicesequested (electrician, plumber, cleam othe)

Name of individual or organization

Non-profit organizatior? If yes please attach current verification of 501 (c)(3) status. Yes No

Event Coordinator

Street address

City State Zip Code

Daytime phonenumber Fax number

E-mail address

On site contact on event day

Step 2. Select Type of Permit

Consult the table on the previous page in order to determine which type and which level or category of permit is stliaklefuryou
are planning. Check the corresponding box below. Final determingitidre madeuponPPRreview.

Friends &
Support Groups Events & Festivals Athletic Events
Other Sites Park AAO
C Levell C Levell C Levell C Level1 C  Levellv
C Level2 C Level2 C Level2 C Level2 C  Level2v
C Level3 C Level3 C Level3 C Level3 C  Leveldv
C Level4 C Level4 C Level4 C Level4

C Individuals
3. Additional Information

Amplified sound? (PPRdoes not provide sound systémsmplified sound is subject to the City of Philadelphia Noise Ordinance
Describe thaype of amplified soundnfusic and/or PAysten and list hourgno sound systemmay be used beforé AM).

Vendor or Contractor providing the service




Tent® (Tent @mpany must contact Special EveBiffice before any installatign
If tents or canopieare planning to be erectguleasedescribe

Quantity Sizes Total Square feet

Vendor or Contractor providing tleervice

Alcohol at events is subject to restrictions and requirements.

Are you requesting permission to vend beer or wine? Yes No
Are you requesting permission to give away lwewnine? Yes No
Vendors, corporate sampling, or product giveaways

Will you be requesting permission to display corporate banners, flyers or logos? Yes No
Will you be requestingermissiorto vend food or merchandise or sample any produ¥es® No
Will you be selling retail merchandise? Yes No
Are you requesting permission to givarficipants food or merchandize Yes No

Step 4. Readand initial at eachblank space

All permits are subject to the following provisions:

The official PPRIogowill be used in all printed and eleatromaterials (brochuredanners,-shirts, websites,

advertisements, or giveaways) produced in association with the permitted event at a size equivalent to no les

than | the presenting.organization or sponsoro0s

Thestaff cossfor all City of Philadelphia employees must be reimbuiitetiarges are incurred.

A copy of the permit must remain -@ite for review at all times.

Applications must be made toe City of Philadelphia and/or tli@mmonwealttof Pennsylvania for alcohol,

food and other licenses, which are required to hold your event

1 PPRIs not able to provide amenities such as portable restrooms, soundssyabdes, chairs or other support
materials and services.

1 The permittee is required to secure portable restspamashing stationslisposable trash containeend all
other amenities required to suppitnt event,

T Any single tent or canopy measuring over 100 squ
Department of Licenses and Inspections.

1 Applicant/organizatiomust submit a certificate ofisurance tohe Special Events Office no laterah 30 days
prior to the eventA permit will not be issued an acceptable Certificate of Insurance is not received.

1 Applicanforganizatio® address, ltecksfor all paymens, andCertificate of Insuranceust be the same on alll
documents

1 I have carefully rad all of the above instructions, rules, regulations on all the pages in this appbcation

agreed to abide by the requirements comt@itherein

il
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Step 5. Sign andeturn with all payments and required documentation
For Organizer:

Organizer (Legal Name of Organization)

Name of Authorized Signing Party: Title/Position

Signature: Date;




