Frog Island & Riverside Parks – Depot Town CDC
Event Permit
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City of Ypsilanti, Michigan
Depot Town Community Development Corporation (DTCDC)
400 Market Place

Ypsilanti, MI 48198
(734) 926-1762 - Phone

(734) 483-5966 - Fax
Erik Dotzauer

Executive Director
New This Year – Please email the completed Application to: events@depottowncdc.org
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Application Packet for Events & Park Reservations in   Frog Island & Riverside Parks
Please use this application packet if you intend to hold an event or make a park reservation in Frog Island or Riverside Park.  Please note that applications for street closures or other parks within the city limits of Ypsilanti must be filed separately.
Please note: “The City’s event ordinance Section 10-288(c) prohibits the following within the event area: dogs (except service dogs), horses, farm animals, uncaged domestic animals, snakes, exotic animals, bicycles, skateboards, roller-skates, rollerblades, and glass containers”

CLASSES/CATEGORIES
Alcohol is strictly prohibited in any City Street and/or any Public Property pursuant Section 6-4(a) of the Ypsilanti City Code. A waiver may be obtained (for beer and wine only) through this application process.

	
	Pre-event meeting
	Security Deposit Required
	Services Requirement
	Applicable sections

	Class 1 event:

· Any street closure or park reservation that is not open to the public (i.e. Neighborhood association block parties; family reunion or private organization park reservation). Includes the following:
· Less than 250 people in attendance at any one time.

· No alcoholic beverages sold, served, or consumed.

· Single day event.
	Not required
	$100
	May require cleanup or contractor services post-event.
	1, 2, 5, 6, 8, 9, 10, 11, 12, 13, 14

	Class 2 event:

· Any event, street closure or park reservation that is open to the public. Includes the following:
· Less than 1,000 people in attendance at any one time.
· No alcoholic beverages sold, served, or consumed.

· Single or multiple day event.
	Determined by Depot Town CDC Staff
	$500
	May require cleanup or contractor services and YPD officers or VSC.  To be determined by city department liaisons.
	1, 2, 5, 6, 8, 9, 10, 11, 12, 13, 14

	Class 3 event: (large events)

· Any event without alcohol and one or more of the following:
· More than 1,000 people in attendance.

· Sale of tickets for admission or request of donation.

· No alcoholic beverages sold, served, or consumed.

· Event runs multiple consecutive days (2 or more days).
	Required 30 days prior to event
	$1000
	May require cleanup or contractor services and YPD officers or VSC.  To be determined by city department liaisons.
	1, 2, 3, 4, 5, 6, 8, 9, 10, 11, 12, 13, 14

	Class 4 event:

Shall not be scheduled on consecutive weekends.
· Any event with alcohol.
	Required 30 days prior to event
	$2,000
	May require cleanup or contractor services and will require YPD (and VSC) services for the event.  To be determined by city department liaisons.
	1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12, 13, 14


DEADLINES
Class 1 Permit Deadlines
	30 Days Prior to Event Date:

· Notice of Intent

· Event Permit Fee

· Utility Fee (if applicable)

· Security Deposit

	14 Days Prior to Event Date:
· Application

· Copy of insurance rider (if necessary).
	


Class 2 Permit Deadlines
	30 Days Prior to Event Date:

· Notice of Intent

· Event Permit Fee

· Utility Fee (if applicable)

· Security Deposit


	14 Days Prior to Event Date:

· Application

· Copy of insurance rider.

· Pre-event meeting scheduled (if necessary).
	


Class 3 Permit Deadlines
	60 Days Prior to Event Date:

· Notice of Intent

· Event Permit Fee

· Utility Fee (if applicable)

· Security Deposit


	30 Days Prior to Event Date:

· Application

· Pre-event meeting scheduled.
	14 Days Prior to Event Date:

· Copy of insurance rider

· Any outside agreements, such as those with other security agencies, parking agreements, etc.




Class 4 Permit Deadlines
	60 Days Prior to Event Date:

· Notice of Intent

· Event Permit Fee

· Utility Fee (if applicable)

· Security Deposit


	30 Days Prior to Event Date:

· Application

· Pre-event meeting scheduled.
	14 Days Prior to Event Date:

· Copy of insurance rider

· Any outside agreements, such as those with other security agencies, parking agreements, etc.

· Copy of liquor license.




INSURANCE REQUIREMENTS

Copies of insurance policies and additionally insured documents are to be sent to the Depot Town CDC.  Additional or specific coverage may be requested based on each event's liability exposure.
TIP: Check with your own insurance carriers (business, auto, renters, home owners, etc) to see if they will extend your coverage to cover the event before starting from scratch.
Class 1 Insurance requirements

Insurance will be required for all Class 1 Events in the amount of $250,000 per occurrence, naming the City of Ypsilanti and Depot Town CDC as additionally insured if any of the following instances are planned:

· Planned/Organized athletic event.

· Any commercial service being provided, including but not limited to:

· Setting up of tents/canopies, such at family reunions, weddings, etc.

· A hired act – magician, animal rides, band, etc.

· A hired service, such as caterers, moonwalks, rides, etc.

Class 2 Insurance requirements

Insurance will be required for all Class 2 Events in the amount of $250,000 per occurrence, naming the City of Ypsilanti and Depot Town CDC as additionally insured.

Class 3 Insurance requirements

Insurance will be required for all Class 3 Events in the amount of $1,000,000 per occurrence, naming the City of Ypsilanti and Depot Town CDC as additionally insured.

Class 4 Insurance requirements

Insurance will be required for all Class 2 Events in the amount of $1,000,000 per occurrence, naming the City of Ypsilanti and Depot Town CDC as additionally insured.

FEES

The City of Ypsilanti and Depot Town CDC provide a variety of public services for events.  Event permit holders shall reimburse the Depot Town CDC for 100% of the cost of services provided.  The fees and rates below are for informational purposes only and do not constitute a written or implied contract.  The need for services and cost estimates will be determined at the pre-event meeting between the event permit applicant and Depot Town CDC staff.
Fees can be mailed to:  Depot Town CDC, 400 Market Place, Ypsilanti, MI 48198 (please contact us at 734-926-1762 if you would like to drop off the fees at our office).  Fees shall be paid with cash, check or money order payable to “Depot Town CDC”. If the actual costs differ from the amount paid, the Depot Town CDC or the permit holder must refund or pay the difference within 30 days after the event. Penalties and interest will be charged for late payments. The penalty for late payments is 3.0% of the outstanding balance. The interest charge for late payments is 0.5% of the outstanding balance each month until paid in full.
These rates are subject to change without notice and will change annually on July 1.
Riverside Park key fee
Please note that the driveway gates at Riverside Park are locked when the park is closed.  To ensure that you have access to the park during the hours on the approved application, you may schedule a key pick up for your event at the Depot Town CDC office.  A $20 fee will be charged against the security deposit for any key not returned within 14 days after the event.
Event Permit Fee (non-refundable)

The following event permit fees will be charged for each day of the event.  For example, the residential event permit fee for a Class 3 car show running Saturday and Sunday would be $125 (per day) x 2 (days) =$250.

Class 1 Event

· $75 resident and/or city-based organizations (per day of event)
· $150 non-resident (per day of event)
Class 2 Event

· $100 resident and/or city-based organizations (per day of event)

· $200 non-resident (per day of event)
Class 3 Event

· $125 resident and/or city-based organizations (per day of event)

· $200 non-resident (per day of event)
Class 4 Event

· $150 resident and/or city-based organizations (per day of event)

· $250 non-resident (per day of event)
Utility Fee (non-refundable)

Should electricity and/or water service be required for the event, the following fees will be imposed.  The utility fee will only be applied once for events.  For example, a Class 1 concert series occurring on Monday for 4 consecutive weeks would be subject to the following event permit fees and utility fee: $75 (per day) x 4 (days) =$300 + $25 (electric fee) =$325.

Class 1 Event
· $25 Electric - $10 Water

Class 2 Event

· $50 Electric - $15 Water

Class 3 Event

· $100 Electric - $20 Water

Class 4 Event

· $250 Electric - $25 Water

Security Deposit (refundable minus any costs incurred)
· Dependant upon event class.

· Paid via check or money order payable to “Depot Town CDC”

Ypsilanti Police Department Service Fees

Labor Rates: These rates change annually on July 1 and are subject to change at any time

· Uniformed police officer:

$41.13/hour

· Uniformed sergeant:


$51.55/hour

· Uniformed lieutenant:


$54.80/hour

· Volunteer Service Corps:  The Police Department’s Volunteer Service Corps (VSC) is designed to supplement or substitute uniformed police personnel when appropriate. However, the Police Department has the sole authority to determine the level of use and deployment, if any, of the VSC for an event. In other words, some events may have VSC service and others events may not – the decision lies solely with the Police Department and its evaluation of event service needs. Although VSC members are volunteers, event permit holders are charged for a Sergeant’s time to organize and schedule VSC members (1 hour for every 4 VSC members).

· 1-4 VSC members

$51.55/event

· 5-8 VSC members

$103.10/event

· 9-12 VSC members

$154.65/event

Equipment Rates:
· Mobile command post $11.44/hour

· Police cruiser $8.09/hour
Depot Town CDC Event Service Fees
Labor Rates:

· Park worker: $35.00/hour
Equipment Rates
· Trailer 13.00/hr

· Pick Up Truck 10.00/hr

· Weed Whip 10.00/hr

· Mower 28.00/hr

INVOICE EXAMPLES FROM PREVIOUS YEARS

Park Workers
This is a common invoice for trash removal.  Four of Waste Management’s trash boxes (55 gallons each) are equal to one cubic yard of trash.  The example below shows disposal of 18 boxes of trash.
	Qty
	Description
	Unit Price
	Total

	2.5 hrs
	Parks Workers
	$35.00
	$87.50

	
	
	
	

	.5 hr
	Pick-up Truck
	$7.87
	$3.94

	
	
	
	

	4.5 cubic yards
	Trash removal
	$20 per cubic yard
	$91.44


YPD

This is an invoice for a class four event.

	Qty
	Description
	Unit Price
	Total

	12 hrs
	Decoy Car
	$8.09
	$97.08

	19 hrs
	Command Post
	$11.44
	$217.36

	12 VSC
	Volunteer Service Corps
	$53.20 per 4
	$212.80

	10.5 hrs
	Police Officers
	$39.93
	$419.27


NOTE FROM THE FIRE DEPARTMENT
For those using tents during events, the Ypsilanti Fire Department looks for proper set-up (including staking and roping) and a properly charged fire extinguisher in place for ease of use.  Tents need to be properly labeled.  For example, if a company has a reception tent, it should be labeled accordingly.  Likewise, if the tent is designated for food concessions, it should be labeled for cooking and undergo inspection. 
See below for the “Local and State Code” regarding proper tent use or contact the Ypsilanti Fire Chief with additional inquiries.
Jon R. Ichesco

Fire Chief

City of Ypsilanti

525 West Michigan Ave.

Ypsilanti, Michigan 48197
734-482-9778

Fireyfd@comcast.net
LOCAL AND STATE CODE

Gasoline, gas, charcoal or other cooking device or any other unapproved open flame shall not be permitted inside or located within 20 feet (6096 mm) of the tent or air-supported structure.

Portable fire extinguishers shall bear the label of an approved agency, be of an approved type, and be installed in a visible location to which the occupants have access.

All anchors shall be inspected regularly and adjusted or repaired immediately to ensure a secure base attachment and seal.

Hay, straw, shavings or similar combustible materials shall not be located within any tent or air-supported structure containing an assembly occupancy, except the materials necessary for the daily feeding and care of animals. Sawdust and shavings utilized for a public performance or exhibit shall not be prohibited provided the sawdust and shavings are kept damp. Combustible materials shall not be permitted under stands or seats at any time. The areas within, and adjacent to the tent or air-supported structure, shall be maintained clear of all combustible materials or vegetation which will create a fire hazard within 20 feet (6096 mm) from the structure. All combustible trash shall be removed at least once a day from the structure during the period the structure is occupied by the public.

STATE LAW FOR TENTS

(3) After October 1, 1975, all camping tentage of new manufacture sold in this state shall comply with the provisions for resistance to fire as prescribed in the specification for flame-resistant materials used in camping tentage, canvas products association international-84, 1974, or another nationally recognized standard that is acceptable to the director.
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