City of Reading
815 Washington Street
Reading, PA 19601

www.readingpa.gov
877-PAREADING
(877) 727-3234

From the smallest birthday party in a City park to the largest concert, if you want to
have a Community or Special Event in the City or you would like to reserve a specific area
within the City such as a park, you need to complete a Community Site Reservation &
Special Events Application form. This form is available online at www.readingpa.gov, in
City Hall at the Citizen Service Center, at the City’s Parks & Recreation Department and
the Police Traffic Office. You will be guided through the application whether you have a
Community Site Reservation or a Special Event.

Make sure you complete all applicable fields. Enclose additional documents such as:

o Photo ID 0 Hold Harmless and Indemnification Agreement
o Route and/or map o Health Permits
o TABC Certificates o Proof of non-profit status

o Proof of Comprehensive general liability insurance

For a Community Site Reservation, where a facility rental is involved, please take your

paperwork to: Parks & Recreation Department
3rd & Spruce Recreation Center
320 S. 3rd Street
Reading, PA 19602

For all other events, please submit your paperwork to:
City of Reading Police Traffic Unit
815 Washington Street
Reading, PA 19601

Upon review of the paperwork, applicable fees will need to be paid in the Treasury Office
for prompt processing.

For additional questions please contact:
Citizen Service Center 877.727.3234
Police Traffic Unit 610.655.6294
Parks & Recreation 610.655.6201



City of Reading
815 Washington Street
Reading, PA 19601

www.readingpa.gov
877-PAREADING
(877) 727-3234

HOLD HARMLESS/INDEMNIFICATION AGREEMENT

KNOW ALL MEN BY THESE PRESENTS THAT:
For and in consideration of the City of Reading issuing a permit for a Community Site Reservation Event or a

Special Event, | (Applicant) hereby agree to hold the City of Reading, its

Agents and Employees, harmless from any and all actions, causes of actions, claims, damages, costs, loss of
services, attorney fees, expenses and compensation on account of, or in any way arising out of my participation in

any and/or all event(s) during the (Special Event or Community Site

Reservation Event) held on , at

Reading, Pennsylvania; and further agrees to indemnify the City of Reading, its Agents and Employees, against
any loss as a result of claims of persons or entities arising from the conducting of said event.
IN WITNESS WHEREOF, the above named, intending to be legally bound, has executed this Hold

Harmless and Indemnification Agreement this day of

Applicant’s Signature

Sworn to and subscribed before me this day of ,

Notary Public






Section B: Special Event Permit Continued

16. Describe the parking plans:
17. Tents, Structures, or Entertainment Devices:
18. Portable Toilets and Hand Washing Sinks:
19. Professional Event Organizer information:
20. What are your plans for providing security, traffic and/or crowd control? Please list contact person, phone number
and the name and address of security firm, if applicable.
CONTACT PERSON: PHONE:
NAME OF SECURTIY FIRM:
ADDRESS:

21. Explain in greater detail all marked factors from the front page (1-11). Attach additional pages if necessary.

22. List Miscellaneous:

FOR SECTIONS A &B

I declare under penalty of perjury that to the best of my knowledge these statements are true and correct.
APPLICANT'S SIGNATURE

Please print Applicant's name here

DATE

The Applicant for a Special Event Permit or a Community Site Reservation Event Permit shall indemnify and hold
harmless the City, its officers, employees, agents, and representatives against all claims of liability and causes of action
resulting from injury or damage to persons or property arising out of the Special Event. The Applicant_assumes
responsibility for all duties and obligations under the Codified Ordinances of the City of Reading, Chapter 15,
Part 12 Parades, Special Events and Public Gatherings, including payment for the Event.

NOTICE: The Parade/Event chairman, or other person heading or leading this activity, SHALL carry the permit upon
his/her person during the conduct of this activity and make same available upon request of the Chief of Police or his
representative. The Chief of Police has the authority to revoke this Permit issued thereunder upon violation of the
standards for issuance as set forth in the Codified Ordinances of the City of Reading, Chapter 15, Part 12 Parades,
Special Events and Public Gatherings.

FOR OFFICE USE

Please check complete application form to determine if any additional services and or permits are required.

B O Police Chief* OA OD 0OP/D* Signature: Date:
O Fire Chief* OA OD OP/D* Signature: Date:
O O Solicitor* oA oD oOP/ID*™ Signature: Date:
N O Riskand Safety* OA OD oOP/D* Signature: Date:
L O Public Works Director O A O D 0O P/D* Signature: Date:
Y O Manager of PMI* OA OD 0OP/D* Signature: Date:
O Building & Trades* OA OD 0OP/D* Signature: Date:
*or Designee. **Partial Denied:
A L COMMUNITY SITE RESERVATION ONLY Signature: Date:
& |5 COMMUNITY SITE RESERVATION APPLICATION DETERMINED TO BE A SPECIAL EVENT (complete line below)
B |o SPECIAL EVENT PERMIT # o PERMIT APPROVED o PARTIAL DENIED* o PERMIT DENIED




— oReceipt of Paid Fees (Treasury), (Total $ .00)

INITIAL PAPERWORK SUBMITTED: City Employee, please print name and date.
oSigned Application Form

oCopy of Photo ID

oSigned Hold Harmless and Indemnification Agreement
oCopy of proposed route and/or map

oCopies of Health Permits

oCopies of TABC Certificates

0$100.00 Special Event Permit, with proof of non-profit
0$300.00 Special Event Permit
0$500.00 Security Deposit
oProof of non-profit status (i.e., document of incorporation or 501-C status)

oProof of comprehensive general liability insurance in the amount of One Million Dollars ($1,000,000.00), naming the
City of Reading as additional insured. Also, include additional affected entities, i.e., BEDC.

IADDITIONALﬁSERVICESI PERMITS AND RESOURCES:

# OF EMPLOYEES DURATION FEE

FIRE AND EMS
POLICE

PUBLIC WORKS

PMI

BUILDING & TRADES

*Costs for needed services shall be paid according to the current City hourly rate for the personnel involved in the event and in
adherence to conditions set forth in bargaining agreements, such as the minimum number of hours to be paid for such employee
service. The overtime rate for employees will most likely be applicable.

**Cost estimates will be provided to the Applicant al least thirty (30) days prior to the event. Payment for estimated City services are
due in full fourteen (14) days prior to the Event.

oAdditional Services: $
oAdditional Permits:
o Fire Type: $
o Police Type: $
o PMI Type: $
Type: $
o Bldg&Tr.  Type: $
o PublicW.  Type: $

oRecreation Rental:

Type: $
Type: $
JoTotal estimate provided to Applicant ($ .00)
—>]oReceipt of Paid Fees (Treasury), (Total $ .00)
REFUND:
AMOUNT: DATE: CHECK #:

ISSUED AND APPROVED BY:

Cc: Mayor, City Solicitor, Fire Chief



