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SPECIAL EVENTS & ACTIVITIES APPLICATION

To ensure time for the Mayor and Council to evaluate your application

THIS FORM MUST BE SUBMITTED 60 DAYS IN ADVANCE OF YOUR EVENT

CITY SERVICES REQUESTED     YES     NO   (PLEASE CIRCLE ONE)

This form is ONLY A REQUEST for events to take place on City property, or events that require City services.
Following conditions that may apply:

· NO events/activities before 10:00 a.m. or later than 6:00 p.m. on SUNDAY

· NO audio equipment used before 10:00 a.m. or after 10:00 p.m.

· NO vehicles permitted on grounds except for deliveries
· ALCOHOLIC BEVERAGES ARE NOT PERMITTED AT CITY PARKS, unless you are a non-profit, receive permission from the Mayor and City Council and you apply for and receive a Liquor license from the Harford County Liquor Board. The Liquor Board requires a permit if alcohol is to be served – please note new rules and regulations http://www.harfordcountymd.gov/lcb/Downloads.cfm
· NO AMPLIFIED NOISE OR MUSIC PER CITY ORDNANCE # 756

· NO nails, screws, ropes or wires attached to any tree

· NO cooking devices closer than 10 feet from the base of a tree
· NO photocopies of prior year’s events will be accepted

· Please note: other conditions may be applied by the City Council at their discretion
· If you are planning to mark spaces on City property, you MUST purchase washable paint from the City. No other paint is allowed.

Application must be submitted to the Office of the Director of Administration at least sixty (60) days prior to the event.  A copy of your non-profit tax exempt certification must be provided.  

All information must be typed or clearly printed

1. Event:

a. Title:________________________________________________________
b. Sponsor:_____________________________________________________
c. 501(c)3 tax designation: Please attach to this form

d. Recipient of funds to be raised if different from the sponsor:__________________________________________________
2. Date(s) & Hours of Events:

a. Set up_____________________________________________________

b. Event:_____________________________________________________
c. Take down_________________________________________________
3. Location of Event:______________________________________________
4. Type/Purpose of Event (Community Event? Fundraiser/Private event?):
______________________________________________________________
______________________________________________________________
______________________________________________________________
5. Anticipated Number of Participants:________________________________ 
6. Will alcohol be served or sold?   Yes

No

Liquor Board Application must be signed by the City and a copy of the approved application must be provided to the DPW/Special Events Coordinator 3 working days prior to the scheduled event.
Harford co. Liquor Board --   http://www.harfordcountymd.gov/lcb/Downloads.cfm
7. Explain DPW City Services Requested  
            __________________________________________________________________
Please note: the City’s Police Department will determine the level of service needed based on the type and duration of your event.
8. Road Closures require Mayor/City Council approval:

a. List City Roadways Affected by the Event (Name, block(s), and numbers of roads within proximity of the event):
i. ______________________________________________________
ii. ______________________________________________________

iii. ______________________________________________________
b. List  Roads you wish to have closed
i. ______________________________________________________

ii. ______________________________________________________

iii. ______________________________________________________

c. Please enclose a map of the routes affected and of the streets you plan to close. A 12 foot right- of- way for use of emergency vehicles is required. 

9. Event Sponsor’s Contact/ Designated Liaison :
Name __________________________________________________
Address _________________________________________________
Phone#:     Day________________ Evening____________________


Cell______________________

Please note: Do not provide a work phone number unless it is permissible to call you at work.
12.
Additional Permits:  You may be required to apply for additional permits from County or State authorities depending on the nature of your Event(s). i.e: gambling, fireworks, etc. An approval letter will not be issued until all additional permits have been submitted to the Office of the Director of Administration.  All permits are the responsibility of the Event Sponsor, and copies of each permit must be submitted prior to the Event.

(For alcohol permit – see item #6)
16.
Banner Deposit:  One hundred twenty five ($125.00) per banner.  (Non-Refundable if the City installs and removes the banner)
AGREEMENT:

▢  By checking this box, I hereby agree and acknowledge that the event sponsor and the participants will comply with all applicable City Ordinances and Maryland laws, and will adhere to the conditions granted by approval of this application.  By typing in my signature on this form, the sponsor and/or the individual participants agree to hold the City departments and agencies, and the City of Havre de Grace, harmless from any liability incurred by them or to others associated with this event.
 Your event may require the purchase of insurance up to $1,000,000.00 (liability) and $300,000.00 (property).  Copies of insurance agreements, if required, will need to be filed with this application prior to final approval of your event.
The City of Havre de Grace reserves the right to deny permission to hold an event upon its sole discretion.  The City of Havre de Grace provides no exclusive use of Public Domain. The information provided in this application is true to the best of my knowledge.

_________________________________________________           __________
Sponsor’s Authorized Representative                                             Date

                                              
DO NOT WRITE BELOW THIS LINE
__________________________________________________________________
Approval for the requested Event has been granted by an authorized officer for the City of Havre de Grace.

__________________________________________________         ________
Authorized Signature                                                                           Date


City of Havre de Grace Special Event Numbers You May Need:

	The City Of Havre de Grace 
	(410) 939-1800 

	Havre de Grace Police Department 
	(410) 939-2121

	Havre de Grace Office of Tourism 
	1-800-851-7756

	Havre de Grace Chamber of Commerce 
	(410) 9393-3303 

	Havre de Grace Activity Center 
	(410) 939-6724

	Main Street 
	(410) 939-1811 

	Maryland State Highway 
	1-888-204-0138 

	Miss Utility – call if erecting a tent or driving stakes into the ground. Miss Utility will ensure that you don’t hit buried electrical lines. State law requires that Miss Utility be called 48 hours prior to work commencing.
	1-800-257-777

	Liquor Control Board – There are new rules and forms. Visit the web site http://www.harfordcountymd.gov/lcb/Downloads.cfm
Forms and applications - #s 1193;1183;1229;1182
	(410) 638-3028 

	Harford Country Department of Public Works 
	(410) 638-3285 

	Havre de Grace High School 
	(410) 939-6600

	Concord Point Light House 
	(410) 939-0768 

	The Decoy Museum 
	(410) 939-3739 

	The Maritime Museum 
	(410) 939-4800

	The Skip Jack Martha Lewis 
	(410) 939-4078

	Susquehanna Museum 
	(410) 939-5780 

	Steppingstone Museum 
	(410) 939-2299 

	State Roads in Havre de Grace are the following:  Ohio St, Otsego St, Revolution St, Rt. 40 Superior St (Rt.155), Union Ave. 

	For more information regarding the City of Havre de Grace’s policies on special events please call the City @ 410 939 1800.
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