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City of Batavia Event Application 

     

 Official Use Only: City of Batavia   
  Batavia, New York 14020   
  (585) 345-6300   

 Event Application #:    
     

Event Application Fee - $25.00 (non-refundable) 
(A separate permit must be issued for each item requested) 

 

Event Sponsor ______________________________________________________________________________ 
 
Type of Event  ______________________________________________________________________________ 
 
Date of Event  _______________________________________________________________________________ 
 
Time of Event (don’t include set up time here – just actual event time) ________________________________________ 

 

Location of Event ____________________________________________________________________________ 
 
Details of Event (be as specific as possible!) _____________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
Contact Information: 
Primary contact:           Secondary contact: 
 
Name _____________________________________             __________________________________________ 
Phone # ___________________________________             __________________________________________ 
E-mail address ______________________________            __________________________________________ 
 
 
* Events will be posted on the City’s website calendar.  If there is a website you would like to include that people 
can visit for more information or registration, if applicable, note website here: _____________________________ 
 

 

Will there be alcohol at your event?  Yes  No  If yes, complete the following: 
 

Type of alcoholic beverage to be served:  Liquor  Wine  Beer  
 

Will you be providing alcohol to your group?  Yes No   
 

Will you be selling alcohol to your group?  Yes No  Insurance certificate WILL BE  required 
with Liquor Legal. 

 

Will people be allowed to bring alcohol to 
the event? 

 Yes  No   

 

Who will be applying to the NYS Liquor Authority for the permit to sell?  
 

It is the Applicant’s responsibility to police the area during the gathering to make sure all Alcohol Beverage Control 
rules are followed. Also, after the event Applicant is responsible to dispose of all empty bottles and debris.  
 

** If you are contracting with a group to sell alcohol during your event on city property, separate insurance is required 
from them with Liquor Legal in addition to your insurance. ** 
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EVENT INFORMATION (required): 

 
Set up date: __________________________________ Set up time:__________________________________________ 
 
Tear down date: _______________________________ Tear down time: ______________________________________ 
 
PLEASE LIST ALL DATES / TIMES AND CROWD INFORMATION BELOW: 

 
Date: _______________ Start time: ______________________  End time: ___________________ 
 
Estimated crowd size:  ______________   # of Vendors/Displays _________________________ 
 
 

WILL THE EVENT INCLUDE: 
 

Parade: Yes  No  (MAP OF DESIRED ROUTE MUST BE ATTACHED) 

Run or Walk: Yes  No  (MAP OF DESIRED ROUTE MUST BE ATTACHED) 

Music: Yes  No  (SITE DRAWING OF STAGE OR DJ LOCATION ATTACHED) 

Street Closure(s): Yes  No  (MAP OF CLOSED STREETS AND DROP LOCATION OF 
BARRICADES) 

Other: Yes  No  (MAP OF DESIRED ROUTE MUST BE ATTACHED) 

 

Fireworks or Hazardous Materials? Yes  No  Carnival or Amusement Rides? Yes  No  
 

  (      ) 
Name of Company Providing Above: Company Contact/Representative Phone # 

 

   
Address, Street City Zip Code 

 

Music: Live Group  Recorded/DJ  
 

  (      ) 
Name of Company Providing Above: Company Contact/Representative Phone # 

 

   
Address, Street City Zip Code 

 

 

CITY SERVICES SUPPORT: 
 

City Code 66-15, D-2 
The City reserves the right, as part of the permitting process, to require the 
applicant to pay for additional operational costs of the City associated with the 
event. 

 
FOR EVENTS IN CITY PARKS, GARBAGE PICK-UP WILL BE MADE ONLY TO GARBAGE CANS ON SITE.  
ADDITIONAL GARBAGE MUST BE BAGGED AND REMOVED FROM PREMISES BY EVENT SPONSOR. 

 

 

ELECTRIC: 
 

Will electric be needed for the event?  Yes No  
 

What will you be providing electric to? 
 

 

 
 

Will generators be used?  Yes No  

       

 If yes, INCLUDE SITE DRAWING INDICATING PLACEMENT/LOCATION OF GENERATOR 
 

SIZE OF GENERATOR(S) ______________ FUEL SOURCE - GAS -  - DIESEL -  - PROPANE -  
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TENTS/CANOPIES: 
 

Will Tents/Canopies or other membrane structures be erected at event? Yes  No  

Will a bounce house or other air supported structures be erected at event? Yes  No  
 

Please list size(s) of Tents/Canopies or other temporary structures erected.  

 

 
 

ANCHORING INTO PAVEMENT IS PROHIBITED! 
 

If anchoring in grass, soil areas please contact the NYS Dig Safe # at: 1-800-962-7962 or 811 
 

 

STREET CLOSURE(S): 
 

ANY EVENT REQUIRING A STREET CLOSURE REQUIRES 90 DAY ADVANCE NOTICE 
 

Will street(s) need to be closed for the event? Yes No  Reason: 



 

List Street(s) and Cross Street(s) that will be affected: 
   &  

Street to be closed  Cross Streets 

   &  
Street to be closed  Cross Streets 

   &  
Street to be closed  Cross Streets 

   &  
Street to be closed  Cross Streets 

 

Will street barricades be requested from the City? Yes  No  How Many?   

        

Will traffic cones be requested from the City? Yes  No  How Many?   

(Drop off locations of requested items must be identified on the site drawing) 
 

BANNERS / SIGNS OR OTHER DECORATIONS ARE NOT TO BE ATTACHED  
TO STREET BARRICADES, TRAFFIC CONES, LIGHT POLES, OR ANY OTHER CITY PROPERTY 

 

Are there any other city materials or personnel requested for the event?  Identify below: (there may be additional costs) 
 

 
 
 

 

POLICE 
 

Will City Police Officers be requested for the event? Yes No  
 

FINAL DETERMINATION FOR NUMBER OF POLICE OFFICERS  
and UTILIZATION WILL BE AT THE DISCRETION OF THE CITY. 
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PLEASE NOTE: 
 

1. Be as specific as possible in the description so we have the best understanding of your event.  Also, be clear 
as to what you would like provided by the City.  Applications should be submitted at least 30 days in 
advance. 
 

2. Fire hydrants, Cross Streets/Alleys and Store Fronts Shall Not Be Blocked by any Vehicle or Concession at 
any time. 

 
3. An Emergency Vehicle Safety Lane Must be Maintained at All times at All Locations 

 
4. Fuel Containers Must be of an Approved type and Must be Properly Secured 

 
5. Deep Fryers Must Be Approved.  Commercial Types Require a Type “K” Portable Fire Extinguisher 

 
6. All Food Vendors Must Have a Type ABC Fire Extinguisher.  All Fire Extinguishers Must Be Inspected Within 

The Last Year.  A Valid Health Department Permit Must Be Displayed. 
 

7. No grease or substance of any kind may be discharged upon the streets, sidewalks, or into the storm drains 
and/or sewers 

 
8. City Sign Ordinances Shall Be Complied With At All Times And In All Regards 

 
9. No paint or other markings may be placed on the street surface. 

 
10. Any overtime and/or material costs in excess of $500, as determined by City Departments, must be paid by the 

event sponsor or other party 
 

11. The application fee is due at time of submission of the application and is non-refundable.  
 

12. If approved, a Certificate of Liability Insurance of at least $1,000,000 naming the City of Batavia as an 
additional insured for at least the day(s) of the event must be submitted to the City Clerk prior to the event date.   

 

 
Hold Harmless Agreement 

_______________________, the organizer/sponsor, shall indemnify, hold harmless, assume liability for and defend 
the City of Batavia, its employees, officers and agents from any and all damages, costs and expenses including but 
not limited to, attorney’s fees, court costs, and all other sums which the City of Batavia its employees, officers and 
agents may pay or become obligated to pay on account of any and every demand, claim or assertion of liability, or 
any claim founded thereon, arising or alleged to have arisen out of the activities described in this special event 
application and sanctioned by the permit issued by the City of Batavia or by any act or omission of the 
_______________________(Organizer/Sponsor), its members, agents, employees, volunteers, officers, or directors 
in relation to activities described in this application and sanctioned by the issuance of a special event permit. 
 

   
Date:  Name of Event Sponsor: 

 

   
  Authorized Signature, Title 

 

   
  Name – Printed or Typed 

 

The rules and information contained within this application have been read and will be adhered to. 

   
Date:  Signature of Applicant: 

 

Please forward this application to: City Clerk’s Office 
Attention: Events Applications Department 
One Batavia City Centre 
Batavia, New York 14020 
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SPECIAL EVENT APPLICATION 

DEPARTMENT APPROVAL SUMMARY 
 

FOR OFFICIAL CITY USE ONLY 

 
 

OFFICIAL USE ONLY 
Department Recommendations: 
  Approved  Denied  Additional Costs  Department Initials 

DPW (if applicable)         

Fire Dept. (if applicable)         

Police Dept. (if applicable)         

 
If recommendation is denied, please attach a brief explanation 

 
 

OFFICIAL USE ONLY 
     

 Date Received  Council Action:  (Approved / Disapproved)  
     

 Date of Council Action:  Insurance Received (if applicable)  

 
 
 
 
 
Event Application #:   

 
Department:   

  List Department Name Here 

 
 
Department Approval        

 YES  NO     
DPW        

Fire        

Police        

 
 
Department Cost Estimate:   

If applicable   
 
Estimate based on: Fillable table – type your response here: 

 

 
 
 
If Application not Approved, Provide Reason Here: Fillable table – type your response here: 

 

 
 
 
Submitted By:    

 Name / Title  Date Submitted 

 


