
VILLAGE OF PENN YAN 
APPLICATION FOR SPECIAL EVENTS 

Village Hall – 111 Elm St, Penn Yan, NY 14527 • 315-536-3015 • 315-536-3374 
 
The Village of Penn Yan encourages the occurrence of special events that promote high quality 
of life, provide entertainment and other ac�vi�es, promote economic growth, atract visitors 
and contribute to the sense of community. It is the Village’s intent to offer all applicants support 
in planning a variety of safe and successful events while crea�ng minimal disrup�ons. 
 

The Village of Penn Yan requires a complete applica�on packet for all events taking place on 
public property, including but not limited to streets, sidewalks, parks, and trails. All applica�ons 
must be received 60 days prior to the proposed event date. The applica�on packet and 
suppor�ng documents will be presented at the Public Safety Commitee Mee�ng (held the 
second Tuesday of each month at 8:30am at Village Hall) and at the Village Board Mee�ng (held 
the third Tuesday of each month at 6:00pm at Village Hall). Attendance by the primary event 
coordinator at each meeting is required (in person or via phone conference) to answer 
questions regarding the event, even for those events that occur on an annual basis.  
 

All events carry a $150.00 non-refundable applica�on and administra�ve review fee. Event 
types are listed below: 
 

EVENT TYPE DESCRIPTION 
Festival A festival has one or more of the following:                 

(1) Entertainment 
(2) Vendors selling food products or wares 
(3) Carnival games and/or amusement rides 
(4) Attendance doubling the estimated population in the area 
where event is being held 
(5) Events that require shut down of street(s). 

Moving Athletic  
(Race/Walk) 

Includes races, runs, walks or other athletic competitions that 
take place on sidewalks or trails. The Police Department will 
determine if the size of the event requires the use of the streets. 

Parade/Motorcade A parade is a public procession/march on the street. 
Other Provide a detailed description of your event. 

 
Completed applica�ons with corresponding fees and atachments should be mailed or dropped off to 
Village Hall at 111 Elm Street/PO Box 426, Penn Yan, NY 14527, or emailed to 
deputyclerk@villageofpennyan.com. Applica�ons will be reviewed by necessary Boards/Commitees and 
all other interdepartmental staff. Departments may reach out directly to the applicant to discuss event, 
work to resolve issues and sa�sfy necessary requirements. 
 

Applicants should not announce or adver�se event un�l event applica�on is granted approval. Per 
Village Code, all adver�sements for the event may not be placed in the Village right of way. Applicants 
should also be aware that other fees, including but not limited to street closures, fire safety inspec�ons, 
emergency planning, Village equipment rental, or other service fees may be assessed. 
 

Once all approvals have been given and permit is granted, the applicant will be no�fied by phone call or 
email.  Contingent approval may be revoked if missing documentation and fees are not 
received 10 days prior to the event. 

 

mailto:deputyclerk@villageofpennyan.com




EVENT ELEMENTS 
ELEMENT DESCRIPTION INFORMATION NEEDED 

-Submission of a diagram to scale of 
locations of sale or dispensing. 
-Signature on Alcohol Agreement for 
Events or Festivals from event 
coordinator. 
-Alcohol vendor(s) will be required to 
obtain a Special Event Permit from New 
York State Liquor Authority for the 
event. The Village will provide a 
Landlord Authorization Form for each 
alcohol vendor. 

Amplified Sound Per Village Code, amplified sound must 
end by 10:00pm. 

 Event will have amplified sound, and 
I understand all amplified sound must 
end by 10:00pm. 
 

 Event will not have amplified sound. 
 

Animals Events with animals present may be 
subject to a cleaning deposit of $500.00. 

 Event will have animals. I understand 
a cleaning deposit may be required for 
my event. 
Please list type and number of animals 
and how they will be incorporated into 
the event: 
________________________________ 
________________________________ 
 

 Event will not have animals. 
 

Fireworks New York State requires local agencies 
to issue fireworks permits that address 
safety issues to better protect people 
and property. Only NYS licensed 
pyrotechnicians are permitted, and the 
Fireworks Display Permit will be 
required to be submitted with the Event 
Application, and an additional fee for 
the permit will be assessed. 

 Event will have fireworks, and the 
Fireworks Display Permit paperwork will 
be submitted. I understand there is an 
additional permit fee. 
 

 Event will not have fireworks. 

Fire Police Presence The Penn Yan Fire Department offers 
Fire Police for assistance at events. If 
Fire Police presence is needed, a 
completed Request for Use of Penn Yan 
Fire Police must be submitted with the 
Event Application, and additional fees 
will apply. Site plans must include the 
locations where Fire Police presence will 

 Event will require Fire Police 
presence, and the Request for Use of 
Penn Yan Fire Police will be submitted. I 
understand there are additional fees for 
this service. 
 

 Event will not require Fire Police 
presence. 





EVENT ELEMENTS 
ELEMENT DESCRIPTION INFORMATION NEEDED 

Garbage/Recycling All events with garbage cans are subject 
to a cleaning deposit of $500.00. Event 
coordinator will be responsible for 
disposal of event garbage and 
recyclables. Trash cans without liners 
may be requested for use from Public 
Works on the Supplies Request Form. 
Event coordinator must supply 60 gallon 
can liners and empty all receptacles as 
well as clear streets/sidewalks of any 
event debris by the morning following 
the event. 

 A cleaning deposit of $500.00 has 
been provided to the Village Deputy 
Clerk. 

Hold Harmless Agreement All event coordinators are required to 
review and sign the Village Hold 
Harmless Agreement. 

 The Hold Harmless Agreement has 
been reviewed and signed. 

Insurance All events require liability insurance in 
the amount of $1 million / $2 million 
listing the Village of Penn Yan as 
additional insured. The address below 
may be provided to insurance 
companies: 
Village of Penn Yan 
111 Elm St, PO Box 426 
Penn Yan, NY 14527 

 Certificate of Liability Insurance has 
been submitted. 
 

 Certificate of Liability Insurance is 
forthcoming. 

Lifeguards During summer months, lifeguards are 
on-duty at Indian Pines and Red Jacket 
Parks. For events in and around the 
beachfront, the Village can provide 
lifeguarding services for an additional 
fee. 
 
 

 Event will require Village provided 
lifeguard services. I understand there 
are additional fees for this service, and I 
will coordinate directly with the 
Department of Public Works for this 
request and complete the additional 
Lifeguard Request Form for this service. 
 

 Event will not require lifeguard 
assistance. 
 

Park, Facilities, or Pavilion 
Usage 

If the event will be held in a Village park 
or require utilization of facilities such as 
Tennis/Pickleball Courts or park 
pavilions, an additional fee or 
documentation may be required.  

 Parks, facilities or pavilions will be 
used for this event. I understand there 
may be an additional fee or 
documentation to submit. 
 

 Parks, facilities or pavilions will not 
be used for this event.  
 

Parking Locations for sufficient parking should 
be considered for each event. 

 Check here if Village owned parking 
lot use is being requested. 



EVENT ELEMENTS 
ELEMENT DESCRIPTION INFORMATION NEEDED 

Permission must be granted for use of 
any Village owned parking lots. 

Requested parking lot(s): 
_________________________________ 
_________________________________ 
 
 

Police Department Presence The Penn Yan Police Department offers 
Police Officers for assistance at events. If 
Police presence is needed, coordination 
with the Police Chief is required, and 
additional fees will apply. Site plans 
must include the locations where Police 
presence will be used and what time 
frame they will be necessary for. 

 Event will require Police presence, 
and coordination with the Police Chief 
will be completed. I understand there 
are additional fees for this service. 
 

 Event will not require Police 
presence. 

Power Supply The Municipal Electric Department can 
supply power to various areas of the 
Village for events. Event coordinators 
should indicate electrical utility needs 
on the Supplies Request Form and 
provide a detailed map of connection 
locations. Electrical will be billed to the 
event coordinator once the event is 
done. If the Electric Department is called 
out for an issue caused by the event, the 
event coordinator will be responsible for 
the cost of the call out. 

 The event will require electrical 
connection. I have completed the 
electrical utility needs section of the 
Supplies Request Form and provided a 
detailed map of connection locations. 
 

 The event will not require electrical 
connection. 

Restrooms How will event attendees utilize 
restrooms at the event (ie – porta 
potties, Village public restrooms, etc)? If 
Village public restroom use is requested, 
this will need to be coordinated to 
determine if there is sufficient capacity 
based on event size and expected 
attendance. 

 The event is requesting use of Village 
public restrooms. I will coordinate the 
needs with the Village based on the 
event size and expected attendance. 
 

 Porta potties will be set up at the 
event site. 

Route for Runs/Walks/Bike 
Races or Parades 

A detailed map and written turn by turn 
directions for routes on Village roads, 
sidewalks, or park trails must be 
submitted with the application packet 
for review and approval by the Public 
Safety Committee and Village Board. 

 Planned route will be on 
roads/sidewalks and routes are 
attached. 
 

 Planned route will be on park trails 
and routes are attached. 
 

 Event is not a run/walk/bike race or 
parade and no route is attached. 
 



EVENT ELEMENTS 
ELEMENT DESCRIPTION INFORMATION NEEDED 

Site Plans A site plan must be submitted for all 
events with locations of the following 
noted, if applicable: 
-Food vendors 
-Other vendors 
-Alcohol serving/sale areas 
-Activities 
-Restrooms 
-Street closures 
-Police or Fire Police placement 
-Placement of all Village supplies 
(submit Supplies Request Form) 
- Temporary signs are prohibited in the 
Village right-of-way. 
 

 A detailed site plan has been 
included with my application packet. 
 

 A detailed site plan is forthcoming. I 
understand if a site plan is not 
submitted at least 30 days prior to my 
event date, the event may be cancelled. 

Street Closures or Traffic 
Control 

It is within the Village’s sole discretion to 
approve street closures and/or traffic 
control for any or all events. Factors 
concerning traffic, health, safety, and 
welfare will be taken into consideration.  

 Street closures and/or traffic control 
may be needed for the event. 
 

 Street closures will not be needed 
for the event. 
 

Supplies Request Village owned supplies may be 
requested for use at events subject to a 
deposit of $500.00. A Supplies Request 
Form will need to be submitted with the 
application packet. 

 The event will require use of Village 
owned supplies. I have completed 
Supplies Request Form and provided a 
detailed map of where supplies will be 
placed. 
 

 A supply deposit of $500.00 has 
been provided to the Village Deputy 
Clerk. 
 

 The event will not require use of 
Village owned supplies. 
 

OFFICE USE ONLY 
 
Date application received: ___________________________________________________________________________ 
Application fee paid: ________________________________________________________________________________ 
Public Safety Committee approval date: ________________________________________________________________ 
Village Board approval date: _________________________________________________________________________ 
Fees received: _____________________________________________________________________________________ 
Fees waived: ______________________________________________________________________________________ 
 

 











Organization:
Billing Address:
Event Name:      Date of Event:
Event Address:
Contact Name:
Contact Phone:
Contact Email:

Traffic Devices (Qty)* Electric Utility Needs (Qty)

Cones (20 Max)

Traffic Barrels (10 Max)

Street Closed Sign (4 Max)

16 ft Yellow Barricade (18 Max)

4 ft White Barricade (4 Max)

Other (Qty)

Affirmations (Initial)
All borrowed equipment will be cleaned and returned to the predetermined location
provided above within 24 hours of the completion of the event.(subject to $500.00 supply deposit)
I agree that I will be responsible for emptying event garbage as well as the care and 
handling of the borrowed Public Works equipment.
I will submit a detailed diagram of locations where Village supplies will be used
or where power supply is needed with my application packet.
I agree to return all park land, Village streets, and/or Village owned facilities
back to the condition they were prior to my event.
I understand that if Village staff are called out in relation to my event, I will be responsible
for the cost of the call out.

Event Representative Signature: Date:

Detail reason and use for power supply below and review 
attached maps for location of available power boxes

Request for event/site salting or plowing

Garbage Cans (60 Gal; liners supplied by 
event; subject to $500.00 cleaning deposit)

Water Hookup - Only available at Indian Pines 
($50.00 each plus consumption based on 
current water rates)

Village of Penn Yan
Supplies Request Form

Access to Existing Portable Electric Power 
Box Hookup ($75.00/ea)

REQUEST FOR SUPPLIES MUST BE SUBMITTED WITH YOUR APPLICATION AND FINALIZED NO LATER THAN 10 DAYS 
PRIOR TO YOUR EVENT. PLEASE USE INCLUDED PRE-APPROVED ROUTE MAPS AND ELECTRICAL AVAILABILITY MAP 

AS REFERENCE WHEN COMPLETING REQUEST.

Traffic devices will be left on-site for event organizer to set 
up and tear down. Once event is completed, items will be 

placed at the location below for Public Works pick up:

Installation of Temporary Portable Electric 
Power Box Hookup ($150.00/ea)

Right Turn Only Signs(3 Max)

Temporary Electric Service (with Meter), 
Fully Billable Based on Installation and 
Consumption
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PENN YAN FIRE DEPARTMENT 
125 ELM STREET 

PENN YAN, NEW YORK 14527 
(315) 536-6111 

 
MIKE PEDERSEN 

CHIEF 
 

       FRANK ELLIS         RICK SIMPSON SR         VACANT 
1ST ASSISTANT CHIEF              2ND ASSISTANT CHIEF           3rd ASSISTANT CHIEF           
 

NEW Policy Requesting Penn Yan Fire Police for Events   
Effective January 1,  2022 

 
1. If Fire Police from the Penn Yan Fire Department are needed for a 

non-emergency or non-fire department event, a fee has been 
established by the Fire Board of the Penn Yan Fire Department.  
The fee has been established for the activity that would qualify the 
Penn Yan Fire police coverage under the VFBL (Volunteer Firefighter 
Benefit Law). 
 

2. The fee that has been established is as follows: 
$300 for any event up to 4 hours in duration 
$50 an hour for anything over the 4 hours 
 

3.  Fee would have to be paid 10 days ahead of event.  Your duration 
of event would need to be figured out ahead of time.  
 

4. Checks can be made payable to the following:  
Penn Yan Fire Department Inc. 

           125 Elm St 
Penn Yan, NY 14527 

 
5. Request is to be submitted 30 days in advance of event. 
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