	CITY OF PORTLAND, PUBLIC ASSEMBLY FACILITIES DIVISION
PUBLIC PARK  & SPACE PERMIT   (8 pages)

212 Canco Rd.  ~ Portland ~ ME ~ 04103
 207-808-5400 x0    
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For uses of city property, there are typically:     1. fees charged for use of the area

 2. a security deposit required     3. insurance required 

(There may be fees due and applications required from other City Departments) 
	Today’s Date
	6-6-2017
	Organization Name
	Portland Downtown



	Organization Address
	549 Congress Street
	CITY
	Portland 
	STATE
	ME
	ZIP
	04101

	
	

	CONTACT NAME(S)
	      Sally Newhall                   TITLE        Events Manager

      Casey Gilbert                                     Executive Director

      Adam MacDonald                              Marketing & Communications Manager     

      Taffy Eaton                                        Office Manager



	HOME #
	          WORK    772-6828
	CELL 
	  Call Work Office for cells
	FAX 
	

	EMAIL
	sally@seaglassevents.com
	EMAIL
	casey@portlandmaine.com


	PARK AREA OR PUBLIC SPACE REQUESTED
	“Sumer Kick Off Weekend” June 9-11, 2017 – Portland Downtown 
Friday Night, Portland Downtown requests the use of the following parks/open spaces for the “Square Hop”: Longfellow Square, Congress Square Park, Monument Square and Post Office Park. Entertainment will occur between 6pm-8pm at each location. No additional stages are required, no food or beverage licenses will be requested for the locations. The Summer Window Display Contest will also kick off on Friday night.

A Festival Zone is requested for the parks and sidewalks adjacent to the parks.

Saturday, Portland Downtown will hold “Shop For A Cause: Summer Edition” – a retail shopping event benefitting The Locker Project, a local nonprofit organization. 

Sunday, Old Port Festival: A Festival Zone will be declared for select areas of the downtown district footprint.  Stages and vendors will be set-up within the Old Port District.  Included in the Festival Zone will be:   Streets Sidewalks and Parks, within the Old Port District, as well the Congress Street sidewalks (State Street to Pearl Street) and Commercial Street sidewalks (Union Street to Pearl Street).  Other effected parks will be: Post Office Park (Children’s Stage) and Tommy’s Park (Information and Communication Hub for OPF).  

Downtown Streets that are closed to traffic for vendor set-up include: Federal, Market, Exchange, Middle, Fore, Wharf, Dana, Moulton, Milk, Silver, Newbury & Union.


	EVENT DAY & DATE(S)    
	Friday, June 9, 2017: Square Hop 6pm-8pm. 

Saturday, June 10, 2017: Shop For A Cause Day. 

Sunday, June 11, 2017: Old Port Festival.

	RAIN DAY & DATE(S)
    (50% added fee)
	None

	EVENT START TIME

(i.e.  set-up start time)
	Square Hop: 5:00pm

Old Port Festival: 6am
	EVENT END TIME

(i.e.  when event cleanup is complete)
	Square Hop: 8pm

Old Port Festival: 7pm
	ACTUAL START & END 

TIME OF EVENT
	Square Hop:  6 – 8pm

Old Port Festival:  11am – 5pm


	EVENT NAME
	eXPECTED ATTENDANCE

	Summer Kick Off Weekend featuring the 44th Annual Old Port Festival 


	40,000+

	DESCRIPTION OF EVENT:   
Summer Kick-Off Weekend June 9, 2017 – June 11, 2017
Friday, June 9th kicks-off with the 1st Annual “Square Hop” featuring the Peaks Island Ukelele Ensemble, Circus Maine, Maine Marimba Ensemble and Port Fringe.  Each act will be in a select location: Longfellow Square, Congress Square Park, Monument Square and Post Office Park from 6pm-8pm.  Elec. Needed.   The Summer Window Display contest will also kick off on Friday night.

Saturday, June 10th is Shop For A Cause Summer Edition, a merchant-focused fundraiser.  This year’s recipient is The Locker Project, which raises money to help food insecure children and their families.  There will be a bike valet area set aside at Lobsterman Park (11am – 3pm)   

Sunday, June 11th: The Old Port Festival offers musical and visual entertainment, children’s activities, as well as food and drink.  Market Street and Federal Street will house a local Arts & Crafters area.  Kid’s Rides positioned on Federal Street.  Children’s Area – Post Office Park.  Evo Rock & Fitness (climbing wall) - Federal St and bungee trampoline on Market Street.

          3 main musical stages will be positioned on City streets (and 1 at Post Office Park Stage).  Intersection of:  on Middle at Temple; on Silver at Fore; on Dana at Commercial.  Elec. Needed.
          A bike valet area will be set aside at Lobsterman Park (11am – 5pm), overseen by Bicycle Coalition of Maine.
          Unlike previous years, the Townsquare Media Concerts at One City Center Patio will NOT take place.  Federal Street Ext. will stay open to vehicles this year.
          Organizer is renting a number of porta-restrooms.

          In order for the festival to take place, a large portion of the Old Port District will be closed to traffic including:  Exchange Street, from Congress to Fore Street; Market Street, from Congress to Commercial Street; Federal Street, from Temple to Pearl Street; Middle Street, from Temple to Pearl; Fore Street, from Union to Pearl; all of Wharf, Dana, Moulton, Milk and Silver Streets; Newbury Street, from Market to Pearl; and Union Street, from Spring to Fore Street.  The festival will also include the sidewalks of both sides of Commercial Street.

          The festival includes a parade which starts at 11am at the intersection of Federal and Exchange (the Post Office), then proceeds down Exchange Street, takes a left onto Fore Street, then right onto Silver Street where the parade disbands.  The streets along the parade route will have been closed to traffic starting at 6am.  (Some additional “No Parking” signs are needed for Commercial Street area for the parade participants).

           Police Officers are provided by the City.  Additional security personnel (city PAFD Staff) are hired by Portland Downtown.

           Additional City staff will also assist:  Public Works staff, Fire Department, Inspections.
           METRO will provide free rides to the festival.  As a special day, the Portland Public Library may also be OPEN on OPF Sunday…!


	IS THERE A REGISTRATION FEE/PLEDGES COLLECTED FOR THIS EVENT?   Just from Vendors
	 Please check:   __________ FEE            __________PLEDGES



	WHAT WILL BE THE ANTICIPATED NEED FOR PARKING AND WHAT IS YOUR PARKING PLAN? 
     Parking at area lots and garages and on-street.



PLEASE CHECK OFF AND ANSWER:      

        PLEASE SEE ATTACHED  FEE SCHEDULE / DEPT. INFORMATION  IF YOU ANSWER YES
	
	X-YES
	X-NO
	X-NOT SURE

	*
	Are you setting up a canopy(s)?  (canopy is 10x10 size)   How many:  
	X
	
	

	*
	Do you wish to set up a tent(s)?  (A canopy or tent larger than 10x10 needs to be approved 
	
	    X
	

	*
	Will you be setting up tables and/or chairs?      How many tables:   vendors only   chairs: 
	X
	
	

	*
	Are other items or equipment being placed on City property? (i.e.  Moon Bounce, Dunk Tank, Radio Station Van, Helium Tank, etc.)      Please List: Vendors and Crafters booths, stages for music, children’s amusement rides, rock wall, bungee trampoline
	X
	
	

	*
	Will there be refreshments at the event?   

Do you wish to sell food?               
             (If so, you will need approval from PAFD and possibly a Temporary Food Service License from Business Licensing Office)

List food and drink / Food Trucks, etc.:    See vendor apps
    PLEASE NOTE:  A Temporary Food Service License is NOT needed when:

1. Food Vendors have a current City of Portland Food License

2. Just pre-packaged refreshments, or food & drink items are purchased or donated from a licensed establishment 

3. Bottled water / water is served

PLEASE give the BL Office at least a 2-week notice (874-8557).  A TFSL is needed when food vendors are not licensed, or when food is being prepared and cooked at the event.
	X
	
	

	*
	Do you wish to sell non-food items (like T-shirts, crafts, cd's, etc.)?
If so, you will need approval from PAFD Office, and you will need to apply for a Street Goods Vendor License(s) at the Business Licensing Office (874-8557) – 2 week notice.

List items you wish to sell:  art, craft, etc (See vendor apps)
	X
	
	

	*
	Are you setting up a PA (sound) system? Yes – 6 live music stages
Are you planning on having Amplified Music?   Yes   Band?    Yes  DJ?     Boom Box?
If so, your event may require a concert license from BL Office (874-8557). 
	X
	
	

	*
	Will your event require electricity?    Electricity is available at some of the parks & squares 
	X
	
	

	*
	Are you planning on bringing a Grill for a Barbecue?    

Only Gas Grills are allowed in the parks (NO CHARCOAL).  Grilling is subject to weather conditions and possibly Fire Dept. review.
	X
	
	

	*
	Will the event require reserved parking spaces / parking meters?    How many?
 "No Parking" signs may be purchased at PAFD Office, 212 Canco Rd.  
	X
	
	

	*
	Will your event need safety vests, signs, barricades and/or cones?     

Please list what you would like to borrow:  

A few orange vests and cones may usually be borrowed from PAFD Office.  

Barricades and signs are borrowed from Public Works, Customer Service.
	X
	
	

	*
	Will your event require street closures?   (Please be specific under "Description of Event")      

 Will your event affect METRO BUS ROUTES?     No
 (If service is affected, organizer needs to work directly with METRO for endorsement / feedback).  Please check with Glenn Fenton, METRO: 517-3029 

( gfenton@gpmetrobus.com ) to discuss.
	X
	
	

	*
	Will your event require Police assistance?    An event such as a road race, march or parade in the street, would typically require police assistance.
	X
	
	

	*
	Will your event require Fire/EMS assistance?  (For a large walk/race, it is recommended.)
	X
	
	

	*
	Will your event require porta-restroom rental(s) or need existing porta-restrooms cleaned?    (Some of the parks already have porta-restrooms.  Event participants may use these, but a $25 fee is assessed for events where attendance is 150 or more.)  Porta-restrooms may be rented from any of the local companies.  Units currently on site are through Associated.
	X
	
	


	INSURANCE  CERTIFICATE  INFORMATION

	*
	Will your event require liability Insurance?  

(Commercial liability insurance is required for a walkathon, race, festival, press conference, concert, etc.  Product liability insurance is also required if the event has been approved for serving food.)
	X

on file
	
	

	   If you answered YES, you shall procure and maintain commercial and/or product liability insurance in an amount of at least $400,000 combined single limit, covering claims for bodily injury, death, and property damage at your event.  You shall name the City of Portland as an additional insured or shall obtain a general liability extension endorsement for coverage for the event, only in those areas where governmental immunity has been expressly waived by 14 M.R.S.A. § 8104-A, as limited by § 8104-B, and § 8111.  The terms of this permit shall not be deemed a waiver of any immunities or limitations of damages available under the Maine Tort Claims Act, other Maine statutory law, judicial precedent, or common law.
The insurance certificate shall be sent to tvm@portlandmaine.gov and must state with no exceptions one of the following:  
   1) The policy is endorsed to name the City of Portland as an additional insured pursuant to the date of the event (and rain date). 
   2) The policy contains a general liability extension endorsement by which the City of Portland is made an additional insured

pursuant to the date of the event (and rain date). 




PUBLIC ASSEMBLY FACILITIES DIVISION POLICIES

	ELECTRICITY 

	All cords in the public way must be covered by rugs, mats or orange cones to avoid public hazard.  If weather is inclement (drizzle, rain, snow, etc.) we require that you not use electricity, unless all connections and equipment are covered and protected from the elements.


	BARBECUES   -  GAS GRILLS ONLY

	Only GAS GRILLS are allowed in parks/public spaces – i.e. No Charcoal Grills or open burning.  Barbecuing must first be approved by PAFD Office and is subject to weather conditions, and possible further review by the Fire Dept.  Grills must be set up away from children’s activities.  You must bring a fire extinguisher with you to the grilling area. 


	PORTA-RESTROOMS / BATHROOM FACILITIES  

	Porta-Restrooms are required for large events and events where food is being served.  Organizer to rent many units.


	TRASH 

	All groups must abide by our Carry In/ Carry Out Policy.   Please bring extra trash bags and/or trash receptacles and remove all trash.  

Do not use existing trash barrels or the metal liners inside.  You will need to haul all of your trash out of the park/public space or forfeit the security deposit(s).  Please recycle whenever possible, (please do not use Styrofoam - it is NOT recyclable).  The area will be checked following your event; if park is clean and conditions for use adhered to, your security deposit will be returned to you.  Thank you in advance!   


	MARKING OF GROUNDS 

	Event Organizers must not use Spray Paint or Spray Chalk when marking city property.  

Children’s Art Chalk can be used with permission from PAFD Office.  


	ADA COMPLIANCE

	Event organizer must comply with the Americans with Disabilities Act (ADA) and the Maine Human Rights Act (MHRA), including maintaining the permitted use area and all public rights-of-way accessible during the entirety of the permitted event.  In the event the permitted area is rendered inaccessible to disabled persons, and/or by request of PAFD staff, the organizer shall act immediately to provide accessibility.  All requests to provide interpretive services shall be the responsibility of the organizer to provide and pay for such services.  The organizer shall defend, indemnify, and hold the City harmless from any and all liability and damages resulting from alleged violations of the ADA and/or MHRA.


	PARKING ON GRASS AREAS / SIDEWALKS / ILLEGALLY PARKED VEHICLES

	PAFD has a strict policy that prohibits vehicles from parking on grass areas/sidewalks/park streets (unless specifically approved by city staff).  $10 will be deducted from your security deposit for each vehicle parked on grass/sidewalk areas or vehicles parked illegally.   Any tire ruts/damage to the grass areas would mean a forfeit of your security deposits.


	SMOKE-FREE ZONES 

	By city ordinance, smoking a cigar, cigarette, pipe, electronic cigarette, electronic cigar, electronic pipe, or other similar product that relies on vaporization or aerosolization, is prohibited at and within 20 feet of the following outdoor recreation and event areas: downtown squares and plazas, trails, parks, playgrounds, beaches, and athletic facilities.  Please make sure you pass this information along to participants / spectators at the event.


	NOTIFICATION

	Please keep a copy of this permit on site at all times.  City staff may require proof of permit.


	Revocable PERMIT

	· The City reserves the unconditional right to control or cancel events to protect and/or prohibit damage to public property.

· The City reserves the unconditional right to revoke or revise an issued permit.


	I HAVE READ AND UNDERSTAND ALL OF THE ABOVE POLICIES
	TYPE INITIALS
	CTG
	DATE
	3/25/17


	ASSUMPTION OF RISK & LIABILITY


	Users of the area agree to accept the grounds in an “as is” condition and shall be responsible for all risk and liability in using the park/public space area for the said event.  By returning this form (should permission be granted to use city property), the above parties agree to indemnify, defend, and hold harmless the City of Portland, its employees and agents, from and against all claims arising out of activities during said event. 

	I have read the Assumption of Risk & Liability Agreement
	TYPE INITIALS
	CTG
	DATE
	3/25/17


CONDITIONS FOR USE:

PORTLAND CITY COUNCIL HAS DECLARED YOUR EVENT A FESTIVAL.   THE FESTIVAL GROUNDS – PUBLIC PROPERTY - ARE SET ASIDE FOR THE ORGANIZER TO HAVE CONTROL OVER DURING THE DAY: PLEASE SEE SPECIFIC WORDING OF CITY COUNCIL ORDER.  STREET CLOSURES APPROVED AS WELL, AND FESTIVAL TO TAKE PLACE ON CITY PROPERTY, GIVEN CONDITIONS FOR USE BELOW (AND POLICIES ABOVE) ARE FOLLOWED.
  The associated City Clerk's license fees, will be charged to the organizer.

CONDITION OF SIDEWALKS  /  PARKS  /  STREETS       ASSUMPTION OF RISK and LIABILITY:
        Users of the pathways/trails and streets/sidewalks/squares/parks/parking lots agree to accept the areas in an "as is" condition and shall be responsible for all risk and liability in using the grounds/city property for the event.
INCLEMENT WEATHER   /   CANCELLATION OF EVENT:
           Should there be a weather event which poses a public safety concern, please consult with city staff:  PW Customer Service, 874-8493; and the on-duty Police Shift Commander, 874-8555 (or Dispatch: 874-8574), or PAFD Staff: 838-9067.   Please alert your city contacts if any of the events are being cancelled.
PAFD OFFICE       FEES – PARK SECURITY DEPOSIT  /  INSURANCE CERT.:


Fees:  There are no permit fees required for use of city property, however, Business Licensing fees will be charged to organizer.  City Police Staff assistance is free of charge, as well as Public Works Dept. assistance - as outlined in contract with PD, however, the city’s PAFD Security Staff are not covered under the agreement, so organizers are billed for those services.

   
Security Deposits:  N/A  (PD will be responsible for covering repair costs, should there be damage to city property)


Insurance:  Thank you for already forwarding a certificate of insurance to the PAFD Office.
SQUARE HOP – ENTERTAINMENT AREAS   (Friday, June 9)   

USE OF GROUNDS:  
     Organizers have permission to use city property for the Friday portion of the Summer Kick Off Weekend Festival.  

     Areas include:  Longfellow Square, Congress Square Park, Monument Square and Post Office Park.

     For electricity at parks & squares, please follow up with city staff (Tom Higgins / Ted Musgrave).  Please see above Public Assembly Facilities Division Policies regarding inclement weather.  
     You may set up 10x10 canopies if inclement weather.  If it is too windy out, please do not set up canopies.
"NO PARKING" SIGNS:

     For ease of delivery of items, please contact Tom Higgins, at Public Works, for "No Parking" signs.  There is no cost for signs.  Please make sure signs are labeled correctly.  Signs should go up Thursday afternoon.

     To officially have cars towed from those spots, please fax/email/hand deliver a "No Parking Authorization Form" to city departments.  You can get one of these forms from Tommy (or the PAFD Office).  

     Please remember to remove signs once the festival is underway and vehicles are in place at parking spaces.
     Vehicles are to park legally; no vehicles are to park or drive on sidewalks/parks/squares.  

BUSINESS LICENSING OFFICE     MUSIC:

     You have permission to play amplified music, as long as volume level is kept low.  
     Please procure a Concert License from Business Licensing (874-8557: Janice / Melissa).  (There is a cost for this license).

     There is no Sound Security Deposit required.  If city staff / Police Dept. receives noise complaints, staff will respond accordingly.  
POLICE ASSISTANCE:

     No Police assistance should be needed for Friday’s event.  
     If you need assistance with towing of vehicles parked illegally at posted NP Signs, please reach out to Police or Parking Control: 874-8443 or 8910.
     Please call Police Dispatch, 874-8574 or 8575, at 5pm to remind them of your concerts at the parks/squares.  
SHOP FOR A CAUSE   (Saturday, June 10)   

USE OF GROUNDS  /  LOBSTERMAN PARK:  
     As part of this event, organizers are using a portion of Lobsterman Park as a bike valet parking area; Bicycle Coalition of Maine will be partitioning off part of the park area for bicycles (11am – 3pm).  If need be, at Saturday’s conclusion, the bike area may be disassembled and stored to one side of the park (as it will go up again on Sunday morning).
"NO PARKING" SIGNS:

     For ease of delivery of items, please contact Tom Higgins, at Public Works, for "No Parking" signs.  There is no cost for signs.  Please make sure signs are labeled correctly.

     Signs should go up Friday afternoon.

     Vehicles are to park legally; no vehicles are to park or drive on sidewalks/parks/squares.  

OLD PORT FESTIVAL  /  OLD PORT   (Sunday, June 11)   

Please keep in mind, if there has been a large amount of rain prior to, or on the day of your event, the Park Manager may require that your event stay OFF the grass areas completely, i.e.  you may need to keep all activities to the streets or hardscape areas of parks/squares.  I will call you to discuss this if the weather forecast calls for lots of rain.

USE OF GROUNDS:  
     Organizers have permission to use city property for the festival.  

     Much of the details regarding the festival (use of the streets, sidewalks, parks, etc.), have been already been discussed and finalized in previous meetings and correspondence.

     For Sunday’s festival, a portion of Lobsterman Park will be used as a bike valet area.

      As it stands currently, there are no “public” performances slated for the outdoor patio at One City Center;  Federal Street Ext. will be kept open to vehicles and used for public parking at the parking meters.  The Monument Square Parking Garage is also scheduled to be open and used by the public.
     This year, like last year, organizers will try to keep sidewalks available to the public (i.e.  there should not be any tables or canopies set up on the sidewalks in the Old Port).
POLICE ASSISTANCE  /  FIRE ASSISTANCE:

     Police Officers will be needed.  Please contact Sgt. Eric Nevins, 874-8554, to discuss Police and logistics of the Police Command Center (which this year will be situated at the Police Station – 109 Middle Street).  A number of officers (5 or 6) will be on site to assist with crowd control.
     An officer should also be on site in the early morning hours (5am) to assist with towing vehicles.

     Please call Police Dispatch, 874-8574 or 8575, the morning of your event to remind them of your festival.  
     Please contact the Fire Dept., 874-8400 (Assist. Chief Keith Gaudreau), for available EMS/Medcu staff on site.  Please make sure they understand where Music Stages are placed (and access points for large emergency vehicles).

     As I understand it, with Fire Headquarters so close by (Maket/Pearl & Congress Street) there will not be a Fire presence IN the festival area this year.  For emergencies, please dial 911.  Please make sure Hydrants are easily accessible (and that vendors are not set up near them).
     Please make sure vendors follow fire safety guidelines (especially those cooking on charcoal or gas grills).   Please have fire extinguishers on site.  
     Please speak to Fire Headquarters regarding storage of items at Central Fire Station.

     Police are provided to the festival at no cost (per annual contractual arrangement with Portland Downtown).

PAFD STAFF ASSISTANCE  (SECURITY AT BARRICADES, ETC):

     This year, organizer is hiring city PAFD Staff to be on site at some intersections/stage locations/festival grounds.

     Please work through Peter McFarland/Jake O’Donal: 808-5400 x0, for staffing and responsibilities.  

     PAFD will invoice Portland Downtown following the event.

BARRICADES  /  ORANGE BARRELS  /  VOLUNTEERS AT INTERSECTIONS:  

        Public Works (Maynard Sprague: 874-8493, 8462,) or Tom Higgins, will arrange for barricades to be dropped off at intersections.  It will be the organizer's responsibility to put up the barricades across streets (and to dismantle them at the close of the festival).  If Orange Barrels are needed (placed at busy intersections where lots of people cross the street), please confer with Tom about this.

        Similar to last year:  For the Hyatt Hotel (Fore Street / Union Street intersection), a “Road Closed” sign should be positioned at the intersection (and security – PAFD Staff, or Hotel Staff out there greeting/directing Hotel guest vehicles).
        Please confer with Maynard or Tom regarding exact locations for barricades (and for street cleaning).

        It is recommended, in case of emergencies and for PR, that all barricade locations be staffed by qualified adults wearing safety vests.  If some barricades are being staffed by volunteers (rather than PAFD Staff) please confer with your PAFD Contacts for borrowing Safety Vests for those volunteers.
BUSINESS LICENSING OFFICE     FOOD VENDORS  /  CRAFT VENDORS  /  MUSIC  /  AMUSEMENT RIDES:

     You have permission to invite food vendors and craft vendors in to the festival and to sell items on the streets and sidewalks, pending all have been licensed by Business Licensing.  
     You also have permission to set up stages on the streets and to play amplified music.  Please keep sound volumes in check – the city is currently reviewing the sound ordinance policy.

     Please procure Temp. Food Service Licenses / Street Goods Vendors Licenses / Concert License from BL (874-8557: Janice / Melissa).  (Thank you for already applying for these.) 
      Please speak to BL staff regarding any Kids Amusement Rides, etc., as they need to be licensed and inspected.  Please also include the Gondola Ferris Wheel at Dimillo's Parking Lot to that list.  It is my understanding that the State Fire Marshall’s Office will be inspecting these rides.
     The TFS licenses are issued by Inspectors, once the food service area passes inspection.  If you have questions about food service, please contact the Health Inspector, Mike Russell: 756-8008, or the individual inspectors.
BUILDING INSPECTIONS  /  TENTS  /  CANOPIES  /  STAGES:
      The small (10x10) pop-up canopies do not need a tent permit; any larger size tents do (and they would need to be free-standing – i.e. NO stakes into the ground, sidewalk, tarred areas, etc.).   
       Please contact Inspections: 874-8703 (Sandra Driscoll), for information regarding tent permits.  (Inspections Div. usually needs at least 2 weeks notice for a tent permit to be processed.)          

       As I understand it, there is to be only ONE LARGE TENT (20x20) to be positioned on Middle Street behind the WPOR Stage.  Some of the stages will be covered stages (providing shade to performers).
       If it is windy out, please make sure that canopy legs are weighted down.  If it is too windy out, please do not set up canopies.
       The large stages may need to be inspected.  Locations:  on Middle at Temple; on Silver at Fore; on Dana at Commercial. Please alert Inspections' staff to the makeup and size, and specific locations of the music stages.  Please try to locate stages on one side of the street (i.e. leave an emergency access point).  I understand that the Fire Dept. has already reviewed the sites for the stages.  Two of the stage locations from last year, have been removed for 2017 (so there is NO stage at Middle & Pearl, and NO stage at Fore & Union).  
      The city takes no responsibility for Portland Downtown items, vendor or performer items that are placed on city property.
      Please forward your city Inspectors a list of exact Vendor Locations (with map) – if you have not done so already.
ELECTRICTY  /  GENERATORS:
      Please have your contracted electrician work with Tom Higgins and the city’s electrical inspector, to make sure electricity for the festival is up and running, and up to code.  The electrical inspector should be on site in the morning hours to check on electrical hookups.  Please work with the inspector to ensure a safe festival.  
       Please make sure cords in the public way are covered.  Please work with vendors and city staff, to eliminate as many extension cords across public areas as much as possible.  Where cords do cross sidewalks/streets or parks/squares, please make sure cords are covered by mats, or rugs as much as possible.  At a minimum, please make sure brightly colored ribbon is attached to cords (every 5 feet or so) to make cords visible to the public – to reduce the tripping hazard. 
       For vendors who are using generators:  please make sure generators are placed away from the public and cumbustibles, that generators are in good working order, that fuel is stored well away from generator, and that a fire extinguisher is nearby.   
"NO PARKING" SIGNS:

     Please contact Tom Higgins, at Public Works, for "No Parking" signs.  There is no cost for signs. 
     As you know, some streets do not have Parking Meters anymore, and therefore, cones (on the sidewalk) beside the street may need to be used (NP signs tapes to these cones).  Please contact the PAFD Office: 808-5400 x0 or Tom Higgins if you would like to borrow some city orange cones (there would be a $10 sec. dep for each cone borrowed).

     NP Signs should go up Saturday morning… and checked Saturday evening as well.  

     To officially have cars towed from those spots, please fax/email/hand deliver a "No Parking Authorization Form" to city departments.  You can get one of these forms from Tommy (or the PAFD Office).  The streets slated for “No Parking” have already been logged into the city’s Street Occupancy Software Program (authorization form is still needed, however).
     Please remember to remove signs once the festival is underway and streets have been barricaded.  
MARKING OF VENDOR LOCATIONS  /  GROUNDS: 
      Do not mark the area in any permanent way (NO spray paint / NO spray chalk).  
      Please make sure that sidewalk chalk (children’s chalk) is used to mark out where vendor booths are to be placed. This comes off the easiest.  Tape on the street can also be used.  
      Please make sure all these vendors sign locations are removed immediately following the festival.
SIGNAGE: 

        You may use directional signage (A-Frame signs) on the side of streets or on sidewalks.  

        Do NOT nail or staple signage to trees.    SIGNAGE may only go out day of event.
        Please make sure all signage is removed immediately following the event.
SMOKING POLICY  /  NO ALCOHOL ALLOWED:

     Please refer to "Public Assembly Facilities Division Policies" section of permit.

     Public ask your participating Food Trucks to bring along extra trash barrels… and remove their trash from the area.

     There is no alcohol allowed on city property.
TRASH DETAIL:

     Please confer with Tom Higgins, Public Works Downtown Div., 232-1787, regarding details for trash removal.  As I understand it, trash detail and changes made last year, will be similar to this year.
PORTA-RESTROOOMS:

     To alleviate the possibility of vandalism, please have porta-restrooms delivered and removed on festival day.  
NOTIFICATION  /  POSSIBLE CONFLICTS:
     Please bring a copy of this permit (and your City Council Order) with you to the event, in case you are questioned by the public or city staff.

     If there are members of the public in the area you'd like to set up at, please show them this permit so that they realize you have reserved it for your event.  If you need assistance, please contact the Police Dept.: 874-8574 or 8575.

     Please notify area businesses and residents affected by the street closures, including the newer hotels bordering, or inside, the festival grounds.  Please check with Merrill Auditorium and the Cross Insurance Arena, for their events on Sunday (as there are a few graduation ceremonies taking place that day).  
     I have forwarded this permit to local bus companies.
     Please ask Portland Newspapers to run an article alerting the public to the street closures (and where to find parking facilities).

     If you have questions or concerns about use of the parks/streets on the day of your event, please call the PW Customer Service Office: 874-8493, Tom Higgins: 232-1787, Police Officers on site, or PAFD Staff: 838-9067 (NO TEXTS) / or your PAFD Hired EM.  Please leave a detailed message if staff cannot take your call.

REVOKABLE PERMIT:
The City reserves the unconditional right to control or cancel events to protect public safety.  

The City reserves the unconditional right to control or cancel events to prohibit damage to public property.   

      The City reserves the right to revoke or revise an issued permit.  
	FEE SCHEDULE – UPDATED JULY 1, 2015

Fees are tiered and assigned based on the level of demand placed on City resources and impact on City infrastructure. 

	Simple Event (no registration fee): $50/hour

Event with registration or pledges & attendance 25 – 300: $100/hr

Event with registration or pledges & attendance 301+: $200/hr

Public Space/Park Security Deposit/Sound Security Deposit: $100 -$1000
	Impact/Street Closure Fee (variable based on impact): $0-$500

Admin/Staff Fee (support for events): $30/hour

Porta Restroom User Fee (if attendance is 150+): $25 

 


	Credit card information                                                  

	Visa or MasterCard Number
	
	
	
	
	Exp Date (Mon/Yr)
	
	

	CREDIT CARD WILL ONLY BE CHARGED FOR SECURITY DEPOSIT(S) AS NEEDED


	PLEASE MAKE CHECKS PAYABLE TO “CITY OF PORTLAND”

	· Please make out security deposit checks separate from permit fees.


	TOTAL AMOUNT(S) DUE TO PUBLIC ASSEMBLY FACILITIES DIVISION     (Please make all security deposit checks out separately)

	Permit Fee for use of area:  $50 - $200 per hour  (i.e. a 3 hour event at $50 totals $150)   includes use of elec.
If your event is rained out / cancelled, the bulk of the fee is returned  (however $50 is non-refundable)

Number of Hours of Use:  Approx. 12 hours for OPF
	$  Included in SSA agreement with City of Portland
	Vest/Cone Deposit: $10 per/item
Barricade Deposit: $25 per/item
	$  ?

	Admin/Staff Fee (support for events): $30/hour


	$  
	Public Space / Park Security Deposit:

      Sound Security Deposit         $100 - $1000
	$ N/A

	Key Deposit: $50 per key 
	$
	Other (Porta-Restroom User Fee: $25, etc.)
	$ N/A

	Impact/Street Closure Fee (variable based on impact): $100-$500
	$  N/A
	
	


	FOR OFFICE USE ONLY

	DATE REC’D APPLICATION
	3-27-2017

Revised: 

3-30, 4-11
	DATE REC’D INSURANCE
	5-16-17
	PERMIT FEE

AMT REC’D
	$  N/A
	SECURITY DEPOSIT
	$  N/A

	PAYMENT TYPE

	VISA
	$
	MC
	$
	CK #
	
	CK  AMOUNT
	$
	CASH AMT
	$
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