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For uses of ci ty property, there are typi cal l y:      1 .  fees charged for use of the area
 2. a secu ri ty deposi t requ i red     3. i nsu rance requ i red 

(There may be fees due and appl i cati ons requ i red from other Ci ty Departments) 

TODAY’S DATE Apri l  30,  201 5 
(revi sed 1 2-1 5-1 5)

ORGAN IZATION NAME Portl and Publ i c L i brary

ORGAN IZATION ADDRESS 5 Monumen t Square CITY Portl and STATE ME ZI P 041 01
 
CONTACT NAME(S) Samantha Duckworth                          TITLE:  Organ i zer

HOME #                                  WORK 871 -1 700 x 284 CELL  31 8-2789 FAX  
EMAIL duckworth@portl andpubl i cl i brary. org EMAIL 

PARK AREA OR PUBLIC SPACE REQUESTED Monumen t Square

EVENT DAY & DATE(S)     Satu rday    Apri l  23,  201 6 RAIN DAY & DATE(S) None

EVENT START TIME 
( i . e.   set-up start time)

8am EVENT END TIME
( i . e.   when even t cl eanup i s

compl ete)

5pm ACTUAL START & END 
TIME OF EVENT

1 1 am to 4pm

EVENT NAME EXPECTED ATTENDANCE
Makers@PPL   -   Portl and Maker Fai r 1 , 500   

       over the cou rse of the day

DESCRIPTION OF EVENT:    

Makers@PPL wi l l  be the second annual Portl and Maker Fai r.   We’d l i ke to use Monumen t Square to have a l arge (30 x 40)  ten t for

workshops not appropri ate for i n si de the bu i l d i ng,  and other demonstrati ons that wi l l  draw peopl e i n to the l i brary.   The square offers a

un i que space for the even t to attract passers by and non -l i brary users to engage i n even t acti vi ti es.   

We wou l d l i ke to park th ree food trucks UP ON THE SQUARE (ok’ed by PW 1 2-1 5-1 5…  as l ong as space al l ows) ,  and pl ace equ i pmen t for

presen tati ons and workshops on the square as wel l… .     Some i tems may be sol d to the publ i c by parti ci pati n g vendors/makers.

Large ten t (30x40) wi l l  be set up.    Some tabl es and chai rs set up .    PA system for DJ / MUSI C.    ELEC needed .  
  Some reserved parki ng al ong Federal  Street Ext.  i s needed .

I S THERE A REGISTRATION FEE?  no

WHAT WILL BE THE ANTICI PATED NEED FOR PARKING AND WHAT IS YOUR PARKING PLAN? Area garages wi l l  be suffi ci en t

PLEASE CHECK OFF AND ANSWER:       
        PLEASE SEE ATTACHED  FEE SCHEDULE / DEPT. INFORMATION  I F YOU ANSWER YES

         X-YES X-NO X-NOT SURE

* Are you setti ng up a canopy(s) ?   (canopy i s 1 0x1 0 si ze)   How many:          X
* Do you wi sh to set up a ten t(s)?   (a canopy or ten t l arger than 1 0x1 0 needs to be approved 

by Publ i c Works and a Ten t Perm i t i ssued from I nspecti ons D i vi si on ;  p l ease cal l  I n specti ons
– 874-8693 - for i n formati on on thei r app l i cati on process / PLEASE gi ve them at l east a 2-
week noti ce) .   Publ i c Works wi l l  con tact I n specti ons once the ten t l ocati on i s approved so

that the Ten t Perm i t Appl i cati on may go forward .  
     State si ze(s) :  30 x 40 anti ci pated
     Exact Locati on (s) of Ten t Pl acemen t Requested : faci ng the square from the l i brary,

we’d l i ke to use the area to the ri gh t of the monument.
I n order to dri ve ten t stakes i n to the ground ,  D I G SAFE must be con tacted:  888-344-7233.

X 

* Wi l l  you be setti n g up tabl es and/or chai rs ?      How many tabl es :   20    chai rs :  35 X  
* Are other i tems or equ i pmen t bei ng pl aced on Ci ty property ?    X
* Wi l l  there be refreshments at the even t?    X  

 
 

CCII TTYY  OOFF  PPOORRTTLLAANNDD ,,   DDEEPPAARRTTMMEENNTT  OOFF  PPUUBBLL II CC  WWOORRKKSS 
PPUUBBLL II CC  PPAARRKK  &&  SSPPAACCEE  AAPPPPLL II CCAATTII OONN            ((33  ppaaggeess)) 
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Do you wi sh to sel l  food?   FOOD TRUCKS – NOT THROUGH LIBRARY 
( I f so,  you wi l l  need approval from Publ i c Works)
L i st food and dri n k :     (SEE ABOVE)    3 Food Trucks
A Temporary Food Servi ce Li cense (from the Ci ty Cl erk's Offi ce) i s needed ,  even i f food i s

gi ven away (and even i f i t i s pre-packaged) .   PLEASE gi ve the Cl erk's Offi ce at l east a 2-
week noti ce (874-8557) .

* Do you wi sh to sel l  non -food i tems ( l i ke T-sh i rts,  crafts,  cd 's,  etc. ) ?  
I f so,  you wi l l  need approval from Publ i c Works,  and you wi l l  need to appl y for a Street

Goods Vendor L i cense(s) at the Ci ty Cl erk's Offi ce (874-8557) .
L i st i tems you wi sh to sel l :         ?????

X  

* Are you setti ng up a PA (sound) system ? 
Are you pl ann i ng on havi ng Ampl i fi ed Musi c ?        Band ?       DJ ?    x
I f so,  you r even t requ i res a concert l i cense from the Ci ty Clerk's Offi ce (874-8557) .  
(Just voi ce – i . e.  Press Con ference,  wou l d not requ i re the l i cense because i t i s not musi c) . 

For ampl i fi ed musi c/speech ,  there are time restri cti ons for the Down town Parks & Squares

(musi c l im i ted to 1 1 : 45am – 1 : 1 5pm,  and 1  hou r between 5pm - 8pm) .

X  

* Wi l l  you r even t requ i re el ectri ci ty?    E l ectri ci ty i s avai l abl e at some of the parks & squares  X  
* Are you pl ann i ng on bri ngi ng a Gri l l  for a Barbecue ?      X 
* Wi l l  the even t requ i re reserved parki ng spaces / parki ng meters?     X  
* Wi l l  you r even t need safety vests, signs, barri cades and/or cones?       X 
* Wi l l  you r even t requ i re street cl osures?     X 
* Wi l l  you r even t requ i re Pol i ce assi stance?      X 
* Wi l l  you r even t requ i re F i re/EMS assi stance?  (For a large wal k/race,  i t i s recommended . )   X
* Wi l l  you r even t requ i re porta-restroom ren tal (s)   X 
* Do you wi sh to have a banner over the street to adverti se you r even t?    X

PUBLIC WORKS POLICI ES

ELECTRICITY 
Al l  cords i n the publ i c way must be covered by rugs,  mats or orange cones to avoi d publ i c hazard .   I f weather i s i n cl emen t (dri zzl e,  rai n ,

snow,  etc. ) we requ i re that you not use el ectri ci ty,  un l ess al l  connecti ons and equ i pmen t are covered and protected from the el emen ts.

PORTA-RESTROOMS / BATHROOM FACILITI ES  
Porta-Restrooms are requ i red for l arge even ts and even ts where food i s bei ng served.

TRASH 
Al l  groups must abi de by ou r Carry I n / Carry Ou t Pol i cy.    Pl ease bri ng extra trash bags and/or trash receptacl es and remove al l  trash .   
You wi l l  need to hau l  al l  of your trash ou t of the park/publ i c space or forfei t the secu ri ty deposi t(s) .   Pl ease recycl e whenever possi bl e,

(p l ease do not use Styrofoam - i t i s NOT recycl abl e) .   The area wi l l  be checked fol l owi ng you r even t and i f the park i s cl ean and cond i ti on s

for use adhered to,  you r secu ri ty deposi t wi l l  be retu rned to you .   Thank you i n advance!    

PARKING ON GRASS AREAS / SIDEWALKS / I LLEGALLY PARKED VEH ICLES
Publ i c Works has a stri ct pol i cy that proh i bi ts veh i cl es from parki ng on grass areas/si dewal ks/park streets (u n l ess speci fi cal l y approved by

ci ty staff) .   $1 0 wi l l  be deducted from you r secu ri ty deposi t for each veh i cl e parked on grass/si dewal k areas or veh i cl es parked i l l egal l y.
Any ti re ru ts/damage to the grass areas wou l d mean a forfei t of your securi ty deposi ts.

TOBACCO FREE ZONES 
By ci ty ord i nance,  smoki ng a ci gar,  ci garette,  pi pe,  el ectron i c ci garette,  el ectron i c ci gar,  el ectron i c pi pe,  or other sim i l ar product that rel i es

on vapori zati on or aerosol i zati on ,  i s proh i bi ted at and wi th i n 20 feet of the fol l owi ng ou tdoor recreati on and even t areas:  down town squares

and pl azas,  trai l s,  parks,  p l aygrounds,  beaches,  and ath l eti c faci l i ti es.   P l ease make su re you pass th i s i n formati on al ong to parti ci pan ts /

spectators at the even t.

I NSURANCE  CERTI F ICATE  I N FORMATION
* Wi l l  you r even t requ i re l i abi l i ty I n su rance?  

(For an even t such as a wal kathon ,  race,  festi val ,  press con ference,  concert,  etc. ,  the ci ty
requ i res i n su rance coverage - General  L i abi l i ty.   The Ci ty of Portl and needs to be named as

add i ti onal  i n su red and the pol i cy endorsed i n regards to the even t acti vi ti es on that date) .    I f

you r even t has been approved for servi ng food ,  Product Li abi l i ty i s al so requ i red ,  i n add i ti on

to General  Li abi l i ty.

X  

¨  I f you answered yes,  p l ease have “Ci ty of Portl and ,  Mai ne” l i sted as an add i ti onal  i n su red on the certi fi cate,  i n th i s way:  certi fi cate

must say ei ther:   A) "the pol i cy actual l y i s endorsed to name the Ci ty of Portl and as an Addi ti onal  I nsu red" and a copy of the

endorsemen t must come to the Ci ty of Portl and wi th the certi fi cate,  or  B) "the pol i cy al ready i ncl udes an endorsemen t,  such as

the General  Li abi l i ty Expansi on Endorsemen t,  by wh i ch the Ci ty of Portl and i s,  i n fact,  au tomati cal l y made an add i ti onal  i n su red . " 
A Certi fi cate wh i ch merel y has a box checked under 'Addl I nsr, " or wh i ch merel y states The Ci ty of Portl and i s named as an

Add i ti onal  I nsu red ,  wi l l  not be acceptabl e.  The amoun t of coverage must be shown on the certi fi cate,  and the m i n imum coverage
amoun t i s $400, 000 .  Pl ease have you r i nsu rance company emai l  a copy to Publ i c Works:   emai l  to tvm@portl andmai ne. gov.    
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NOTI F ICATION
P l ease keep a copy of th i s perm i t on si te at al l  times.   Ci ty staff may requ i re proof of perm i t.

REVOCABLE PERMIT
¨  The Ci ty reserves the uncondi ti onal  ri gh t to con trol or cancel  even ts to protect and/or proh i bi t damage to publ i c property.
¨  The Ci ty reserves the uncondi ti onal  ri gh t to revoke or revi se an i ssued perm i t.

I  HAVE READ AND UNDERSTAND ALL OF THE ABOVE POLICI ES TYPE IN ITIALS SD DATE 4/30/201 5
REV 1 2-1 4

ASSUMPTION OF RISK & LIABILI TY

Users of the area agree to accept the grou nds i n an “as i s” cond i ti on and shal l  be responsi bl e for al l  ri sk and l i abi l i ty i n usi ng the park/publ i c

space area for the sai d even t.  By retu rn i ng th i s form ,  (shou l d perm i ssi on be gran ted to use ci ty property) ,  the above parti es agree to

i ndemn i fy and hol d harm l ess the Ci ty of Portl and ,  i ts empl oyees and agen ts,  from and agai n st al l  cl aims ari si n g ou t of acti vi ti es du ri ng sai d
even t.  
I  have read the Assumpti on of Ri sk & Li abi l i ty Agreement TYPE IN ITIALS SD DATE 4/30/201 5

REV 1 2-1 4

FEE SCHEDULE – UPDATED JULY 1 , 201 5
Fees are ti ered and assigned based on the l evel  of demand pl aced on Ci ty resources and impact on Ci ty i n frastructu re.  

Simpl e Even t (no regi strati on fee) :  $50/hou r
Even t wi th regi strati on or pl edges & attendance 25 – 300:  $1 00/h r 
Even t wi th regi strati on or pl edges & attendance 301 + :  $200/h r
Publ i c Space/Park Secu ri ty Deposi t/Sound Secu ri ty Deposi t:  $1 00 
-$1 000

I mpact/Street Closu re Fee (vari abl e based on impact) :  $0-$500
Adm i n /Staff Fee (support for even ts) :  $30/hou r
Porta Restroom User Fee ( i f attendance i s 1 50+) :  $25 
 

PLEASE MAKE CHECKS PAYABLE TO “CITY OF PORTLAND”
¨  Pl ease make ou t secu ri ty deposi t checks separate from perm i t fees.

TOTAL AMOUNT(S) DUE TO PUBLIC WORKS     (P l ease make al l  secu ri ty deposi t checks ou t separatel y)
Perm i t Fee for use of area:   $50 - $200 per hou r  ( i . e.  a 
3 hou r even t at $50 total s $1 50)   i ncl u des use of el ec.
I f you r even t i s rai ned ou t / cancel l ed ,  the bu l k of the

fee i s retu rned  (however $50 i s non -refundabl e)
Number of Hou rs of Use:   

$  N/A    
l i brary

event

Vest/Cone Deposi t:  $1 0 per/i tem
Barri cade Deposi t:  $25 per/i tem

$  ???

Adm i n /Staff Fee (support for even ts) :  $30/hou r 
 

$  N/A Publ i c Space / Park Secu ri ty Deposi t:
      Sound Secu ri ty Deposi t         $1 00 - $1 000

$  1 00 due

Key Deposi t:  $50 per key  $  N/A Other (Porta-Restroom User Fee:  $25,  etc. ) $  ???
I mpact/Street Closu re Fee (vari abl e based on impact) : 

$1 00-$500

$  N/A

FOR OFF ICE USE ONLY
DATE REC’D

APPLI CATI ON

4-30-1 5 DATE REC’D

I NSURANCE

NEED PERMI T FEE
AMT REC’D

$  wai ved SECURI TY

DEPOSI T

$  NEED

PAYMENT TYPE
VI SA $ MC $ CK #  CK  AMOUNT $ CASH AMT $

CREDIT CARD INFORMATION                                                  
Vi sa or MasterCard Number     Exp Date (Mon /Yr)  

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