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Our community would like to thank you for choosing historic Miamisburg, Ohio as the host city for your event. Events, Festivals and Tourism have an important impact on the civic and economic life of Miamisburg. We are sure that you will find a cooperative and friendly spirit among the businesses, merchants, employees and residents of Miamisburg. The Miamisburg Parks and Recreation Department is the primary contact for scheduling special events in Miamisburg. (Please Note: Residential block party requests are scheduled and approved through the City Manager’s Office. If you would like an application, please call (937) 847-6456 or access the application from our website at www.ci.miamisburg.oh.us.)
Please complete the attached packet as completely as possible in order for us to best determine the needs of your event. If a section of the application does not apply to your event, please mark “not applicable” (N/A) on the application.
This packet includes:

1) Event Application Instructions
2) Event Application

3) Hold Harmless/Indemnity Agreement

4) Street Closure Request
5) Over the Street Banner Policy and Specifications
All documents are available electronically upon request.
Once the required event application has been completed, you will meet with a city representative(s) coordinated by the Miamisburg Parks and Recreation Department. A variety of departments are involved in the logistical process required to produce a safe and successful community event. In addition, the city requires a variety of permits and approvals before an event may take place. This event application packet has been designed to help guide you through the planning process.
Please note that the event organizer is responsible for any applicable fees and wages for all City services as determined by the respective departments. In addition, the event organizer may be charged a rental fee for use of City equipment and facilities. A fee is also charged for lost or damaged items.

If you have any questions, pertaining to this event application, please contact Doug Voss, Parks and Facilities Superintendent at 937-847-6475.

Thank you for your interest in the City of Miamisburg and good luck with your event!
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Event Application Instructions

General Information for Event Organizers:

Thank you for choosing the City of Miamisburg to host your special public event.  If you are sponsoring an event that is open to the public with the City Miamisburg, we thank you for your support.  The City of Miamisburg wants your event to run smoothly and be enjoyable for you and your guests. Allow yourself enough time to plan and work through all of the details; hosting a successful special event requires preparation.  With that in mind, the following guidelines have been established:  

I. Key Time Frames:

A. Submit your Miamisburg Special Event Application with all required paper work a minimum of 60 days prior to event date to the Parks and Facilities Superintendent.

B. Meet with the Miamisburg Parks and Facilities Superintendent or designee and representatives from other City Departments based on the event logistics at least 30 days prior to your event to review your event.

C. If your event requires closing any roads or other public areas, City Council authorization may be necessary.   Submitting a complete application at least 60 days prior to the event should provide appropriate time necessary to recommend and seek Council approval.  

D. Applications and payment for Temporary Food Service Operation License are due no later than 10 days prior to the event to Public Health – Dayton & Montgomery County.

II. Special Event Planning Responsibilities   

A. Event Organizer:

1. Contact Parks and Facilities Superintendent, arrange date and location of event, obtain and complete application.  Obtain/create park or area map for placement of events, parking etc.  

2. Attend special event meeting scheduled by Parks and Facilities Superintendent or designee.
3. Contact Event’s Insurance company for certificate of insurance for minimum $1,000,000 naming City of Miamisburg as additional insured. Complete hold harmless agreement.

4. Notify the Parks and Facilities Superintendent of any changes in event or information provided.

5. If applicable: 

a) Contact Public Health – Dayton & Montgomery County for temporary Food Service Operation License.

b) Contact portable toilet vendor 

c) Arrange for security, licensed and bonded.

d) Submit request for over street banner to City Manager’s office.
B. Parks and Facilities Superintendent responsibilities:

1. Provide event application, park/facility rules. 

2. Collect information from event organizer about event. 

3. Review event application with event organizer, and verify appropriate forms and processes are in place.

4. Seek input from City departments regarding elements such as road closures, traffic control, trash collection, fire controls as necessary.

5. Schedule event review meeting.

6. After event has been reviewed and recommended by City staff, submit recommendation if Council action is necessary.

7. Reserve facility or site.

8. Determine level of City support and if any fees apply.

9. Obtain certificate of insurance and hold harmless agreement.

10. Collect samples of flyers, and publication information and review prior to public distribution. 

11. Assist with vendors and/or equipment access route into parks and/or facility.
12. Submit invoice (if applicable) to event organizer for reimbursement of  fees.
III. Guidelines for Food and Event Features

Listed below are responsibilities of event organizers:
A. Check with vendors/entertainers/event features for their electrical needs.  This will possibly prevent power outages during the event.  Ensure electrical lines are secured and protected from the public at all times.
B. Ensure that all vendors selling food products are licensed with the health department.  All permits must be applied for at least 10 days in advance of the event.
C. Mobiles - Vendors with current Ohio Food Service License are not required to get a Temporary Food Service Operation License.  All out-of-state mobiles must apply for a temporary permit.
D. Vendors who are selling only canned or sealed bottled water or soda are not required to obtain a health permit.
E. Designate a set time for all vendors to arrive at event site.
F. Provide solid waste disposal.  It is recommended to provide a garbage container for every food vendor.
G. Grease Disposal – two options:
1. Vendors haul away grease waste

2. Event Organizer provides grease removal service
H. Gray Water Disposal – Gray water cannot be dumped on ground in event site due to the potential of creating a hazard for people at the facility.  Arrangements for disposing of gray water in sanitary sewer must be made in advance.  Event organizers must notify the City of provisions made to protect guests from sewer openings to avoid trip and fall hazards.
I. Notify vendors of distance for potable water source.  This will let vendors know how much food grade hose to bring.  Ensure potable water source has a back flow device.
J. Vendors utilizing grease producing equipment must provide some type of absorbent material under equipment.  Check with Parks and Facilities Superintendent or designee for choice of ground cover such as cardboard, new carpet, roofing paper.
K. Ensure that all cooking equipment is protected from public access.
L. Vendors who have cooking equipment are required to have a fire extinguisher on site during the event.
IV. Contact Telephone Numbers and Web Site

Miamisburg Parks and Recreation Department

10 N. First Street, Miamisburg, OH 45342

Phone - 937-866-4532

Fax  - 937-847-6453

parksandrec@cityofmiamisburg.org
Public Health – Dayton & Montgomery County 
937-225-4460  
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Complete all questions and submit application to the Miamisburg Parks and Recreation Department

1. Organization applying for Special Event Permit:   
Organization:        

Is this a non- profit organization?  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  If yes, please provide non-profit #      .
Address:       
City:      
State:            Zip Code:       
Telephone#:       
Fax#:       
Cell phone #:     
2.  Name of organization’s event coordinator responsible for managing the special event:

Name:      
Title:       

Address/Phone Number   FORMCHECKBOX 
 (Same as above)
Address:      
City:      
State:            Zip Code:      
Telephone#:       
email:      
3.  Name of Event:         

4.  Type of Event: (Please check as many as applicable below)

 FORMCHECKBOX 
Concert
  FORMCHECKBOX 
Entertainment

 FORMCHECKBOX 
Parade (*)
 FORMCHECKBOX 
Educational
 FORMCHECKBOX 
Environmental

 FORMCHECKBOX 
Cultural
  FORMCHECKBOX 
Sports

 FORMCHECKBOX 
Other (Please explain)
     
All Events: An event site map detailing the location of all aspects of the event will be required for all events. If any public street(s) need partially or completely closed/blocked off, please include specific streets and time with the map. 

* A copy of your proposed route must be attached to this application.

5.  What is the purpose of the event? (Please explain and attach a detailed copy of your agenda or planned activities.)

     
6.  Event Location:  Park or Location Name:      
Facilities used (i.e. shelter, buildings, grounds, etc.) if any:      
If event is on City property or more than one facility is being used, please provide map showing parking, activity venues, first aid, etc.

7.  Requested date(s) and time(s) for event(s):

	Event Activity
	Starting Date
	Ending Date(s)
	Starting Time
	Ending Time
	Set-up Date & Time
	Dismantle Date & Time

	     
	     
	     
	        FORMDROPDOWN 

	        FORMDROPDOWN 

	         FORMDROPDOWN 

	        FORMDROPDOWN 


	     
	     
	     
	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 


	     
	     
	     
	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 


	     
	     
	     
	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 

	        FORMDROPDOWN 



(a) Designated date for inclement weather?  (Rain date)  FORMCHECKBOX 
Yes  FORMCHECKBOX 
 No

If yes, date:      
8.  Total number of anticipated participants (i.e. volunteers, spectators, walker’s etc.):       
Peak Attendance:
         at time          FORMDROPDOWN 
. 

9.  Is this a first time event for you or the sponsoring organization at this location?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
No


(a)  If not how does this event differ from previous year(s)?  

     

(b)  Attendance totals for last event:   Daily 
        Overall  
         

10.  How do you plan to publicize this proposed event? (If available, please attach a copy of proposed publicity plan or flyer) DO NOT PRINT FOR PUBLICATION UNTIL APPROVED BY MIAMISBURG PARKS & RECREATION DEPARTMENT.

     
11.  Will any signs, banners or flyers be displayed or posted on City Facilities?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Describe the type of banner/sign and the proposed locations of the banners, etc.       
12.  Do you plan to erect temporary structures such as stages, tents, booths, tables, and bounce houses etc. for this event?
   FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

 (a) If yes, please describe below, including size, capacity, how many, etc.   Location of all items must be shown on your site map. Please indicate if you are requesting the use of the City’s portable stage.
	Item
	Size
	Quantity

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


(b) If contracting with a company that will be providing any of the above, list information below:

 Company Name:
       Contact Person:      
Address:      
Telephone Number:      

Company Name:
       Contact Person:      
Address:      

Telephone Number:      

13. Will any type of sound amplifying equipment or devices be used in conjunction with this event? 

  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If yes, please list type of equipment

	Type of Equipment
	Quantity

	     
	     

	     
	     


	     
	     

	     
	     


NOTICE: The sponsoring organization’s event coordinator must comply with all Miamisburg City Ordinances including park rules and regulations regarding acceptable noise levels.     

14.  Do you plan to provide musical entertainment for this event?    FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

If yes, please describe (include times):       
 15.  Do you plan to provide other entertainment for this event?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If yes, please describe or attach copy of your planned program:      
16. Events with animals require additional considerations and City approval.  Are you planning to pursue permission for animals at your event?               


 FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No

17.  What power source are you planning on using?        
 FORMCHECKBOX 
 Generator    FORMCHECKBOX 
 Facility Electric   FORMCHECKBOX 
 None

     List items and the amount of power source

	Type of Equipment
	Power Source
	Number of Amps

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


18.  Is this event open to the public?                                    
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

19. Please advise what accommodations you are providing for persons with special needs: (parking, transportation, accessibility):      
20.  Will donations/contributions be accepted or solicited during this event?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If yes, please explain how these donations will be generated or collected.      
21.  Will there be an admission charge to attend/participate?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If yes, please explain the type of fee and amount:

Type of Fee(s):  ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​     
Fee Amount:  $     
22. Do you plan to sell, distribute or give away merchandise?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If yes, please explain:       

23. Do you plan to sell, distribute or give away refreshments?   FORMCHECKBOX 
Yes  FORMCHECKBOX 
No

If yes, please explain:       

What process will be used to dispose of cooking grease?      
What process will be used to dispose of gray water?      
What source of potable water will be used?      
NOTICE: 1) A Temporary Food Service Operation License may be required if food/refreshments are served.  Event organizer must file for a temporary food permit from the Public Health – Dayton & Montgomery County 10 days before the event, listing all food vendors.   The Combined Health District of Montgomery County can be contacted at 225-4460.  
24. What restroom facilities will be used?       
25. Are you providing portable toilets for your event? 

 How many?      
Location: (show on site map)       

26.  Please describe how you plan to remove trash from the event site:  
     
Person responsible for clean up:

Contact Name:      
Relationship to organization:      
Phone Number:       
Miamisburg Parks and Recreation Staff may be available to assist with trash removal for a fee.
27.  Do you require additional trash receptacles and/or dumpsters?     FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If yes, how many and where will they be placed? 
How many     
Include location for trash receptacles and/or dumpsters on map.

If event location does not have sufficient trash receptacles, you may contact local waste management companies for cardboard receptacles.  
28.  What are your plans for providing security, traffic and/or crowd control?      
Contact Person:        

Company Name: 
      

Contact phone Number:       

29. What are your plans for providing emergency/medical services?        
30. What methods are planned for protecting City facilities from loss or damages?      
31. Are there any special provisions pertaining to your event that have not been addressed on this application? 

     
Event Insurance:

The applicant will be required to sign an indemnification and hold harmless agreement in favor of the City for negligence of the applicant, its agents, servants or employees in the performance of this event.  In any event to which the public is invited or other events as determined by the City, the applicant shall be required to provide a certificate of insurance naming the City, its officials, employees and volunteers as “additional insureds” to a general liability insurance policy.  The City requires a minimum general liability limit of $1,000,000 with a minimum aggregate limit of $2,000,000 unless otherwise waived by the City.  Coverage shall be primary to the Additional Insureds and not contributing with any other insurance or similar protection available to the Additional Insureds whether other available coverage be primary, contributing, or excess.  The City will provide the exact language required to be included on the certificate of insurance for the additional insured status. 
Additionally, Event organizers are responsible for protecting against loss or damages to City facilities and are responsible for any expenses related to facility damages.

Agreement to Follow Laws, Ordinances and Rules:

The following activities are examples of violations of this agreement: fireworks, pyrotechnics, dangerous activities, unauthorized vending, excessive guests, excessive noise or other activities which cause a disturbance to other nearby park activities.  Park facilities must be used solely in accordance with Federal and State laws, City of Miamisburg Ordinance and Miamisburg Park Rules & Regulations. Miamisburg Parks and Recreation retains the right to revoke an event approval at any time upon violation of your agreement or the risk or threat of a violation of your agreement.
Application Submission:
Submitting this Special Event Application is not a confirmation to conduct your planned event.  The event coordinator will be contacted regarding event approval by the Miamisburg Parks and Facilities Superintendent or designee after reviewing the application.  Please do not send out event notices, publicity flyers, etc. prior to receiving approval.   Please place a check mark next to all items included and/or attached to this application.

Additional Event Information

 FORMCHECKBOX 


Event Site Plan

            FORMCHECKBOX 

Certificate of Insurance

 FORMCHECKBOX 
 

Hold Harmless Agreement
            FORMCHECKBOX 

Application for Street Closure
 FORMCHECKBOX 


Street Banner Application
            FORMCHECKBOX 

Event Brochure/Promotional  
 FORMCHECKBOX 

By signing and submitting this application the permit applicant agrees to abide by the rules and regulations of the City of Miamisburg and the Department of Parks and Recreation including, but not limited to the conditions as stated on this application and the Miamisburg Facility Reservation Form.

Applicant’s Signature:




  
Date:     
Return this application and the additional forms to:

Miamisburg Parks and Recreation Department                                                                                                       10 N. First Street, Miamisburg, OH 45243                                                                                                                 Office 
(937)  866-4532
Fax 
(937) 847-6453                                                                     parksandrec@cityofmiamisburg.org
* * * * * * * * * * * * * * * * * *
(For City use only below)



City of Miamisburg
Hold Harmless/Indemnity Agreement

To the fullest extent by law, the undersigned Organization agrees to indemnify and hold the City of Miamisburg, its respective officers, agents, and employees and volunteers harmless from and against all loss, cost, expense, damage, liability or claims, whether groundless or not, arising out of bodily injury, sickness, or disease ( including death result at any time therefrom) which may be sustained or claimed by any person or persons, or the damage or destruction of any property, including the loss of use thereof, based on any act or omission, negligent or otherwise, of the Organization, or anyone acting in its behalf in connection with or incident to be scheduled for 

(Event Name)     , except that the Organization shall not be responsible to the City on indemnity for damages caused by or resulting from the City’s sole negligence; and the Organization shall, at its own cost and expense, defend any such claim and any suit, action, or proceeding which may commenced thereunder. And the Organization shall pay any and all judgments that may be recovered in any suit, action or proceeding, and any and all expense, including but not limited to costs, attorney’s fees, and settlement expenses that may be incurred therein.  

Organization Name: _     
Authorized Signature: ____________________________ Date:      
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SPECIAL EVENT

STREET CLOSURE REQUEST 
SUBMISSION DATE:      
NAME:      
ORGANIZATION:      
PHONE NUMBER:      
E-MAIL ADDRESS:      
REASON FOR

CLOSURE REQUEST:  (attach additional information as needed)       
DATE AND TIME OF EVENT:      
TIME CLOSURE SHOULD BEGIN:      
TIME CLOSURE SHOULD END:      
STREETS TO BE CLOSED:  A downtown map is provided, if your event requires a map of additional roads, contact the Parks and Facilities Superintendent at (937) 847-6475.  On the map, please mark the streets you are requesting to be closed.  If you are requesting the use of a public parking lot for your event, please indicate that on the map as well.  See example below. 



CITY OF MIAMISBURG

OVER THE STREET BANNER POLICY

This policy has been established to provide guidelines for organizations who wish to display an over the street banner. This policy will also be in effect for City supported functions and any other organization or event that the City deems appropriate.

1. A written request to hang a banner must be submitted to the City Manager’s Office (Phone: (937) 847-6456, Fax: (937) 866-0891 or email to kim.combs@cityofmiamisburg.org) for approval. It should include the date of the event along with a name and number of a contact person. If the event is a monthly event, the organization may submit one request listing all the dates of their event. Events that occur more often than monthly should include the start and end date of the event. 

2. Requests should be made no earlier than two months before the event. Submitting a request does not constitute automatic approval. The City will contact the organization if the request is approved. Requests made one week or less prior to the event date will be denied by the City.

3. Once approved, the banner may hang for a maximum of two weeks before the event. If the event occurs more frequently than monthly, the banner must have a two week grace period between each two week display period. When multiple banner requests occur during the same time frame, the City cannot guarantee the location, dates, or the length of time that the banner will hang.
4. Banners should be delivered to the Miamisburg Service Center three days prior to the scheduled hang date. The banner should be ready to display and meet the banner guidelines (attached). Banner maintenance is the responsibility of the owner, therefore, banners that do not meet the requirements set forth may be sent back so it can be brought into compliance.
5. A list of any needed repairs will be attached to the banner so organizations can make the necessary corrections before their next scheduled event. The City suggests that the list remain attached to the banner until the repairs are made.

6. Banners should be picked up within 1 week after the event is over. If the banner has not been picked up after one week, the organization contact person will be notified and given another week to pick it up. The City does not store banners and will not be held responsible for the loss of a banner.
Revised 11/16/2005

CITY OF MIAMISBURG

BANNER SPECIFICATIONS

These specifications were developed to ensure a quality banner for organizations that want to display a banner over the street and to reduce the liability accepted by the City in providing this service. The City reserves the right to refuse any banner that does not meet the requirements outlined below.

1. Banners must be constructed of heavy cloth, canvas material or a minimum of 13 ounce vinyl.

2. Banners must not be more than 36 inches in height and 15 feet in length.

3. Banners must have a 1 inch folded, double stitched hem around the entire banner.

4. Banners must have at least six air holes or slots, each 6 inches in diameter.

The City will not cut air holes or slots into a banner.

5. Banners must have snap hooks installed in every corner and along the top and bottom at 3 feet intervals. The snap hooks must be a minimum of 2 inch in size.

6. Banners less than 15 feet in length must have anchor ropes in each corner. The rope must be 5/16 inch in diameter and long enough to make up the difference in length of the banner to 15 feet. (EX: a 10 foot long banner would need 3 feet of rope on each end to tie off at 15 feet.)

7. Banners with wood attached to them will not be accepted.

8. Banners considered by the City to be in poor condition will not be accepted. This would include but not limited to unnecessary tears in the material, missing eyelets and broken stitching.

9. Without notice to the organization, the City may remove minor items deemed unnecessary or may add items to appropriately display a banner. (EX: removing or shortening ropes, adding snap hooks to reach tie off points.)

Revised 11/16/2005
Miamisburg Parks and Recreation Department
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Streets to be closed should be clearly marked to include the beginning and end of the closure for each street.




















Parking lots should be clearly identified  








