
City of Buckhannon 
Event Request Form 

 
All requests to hold events should be submitted at least 30 to 90 days in advance of event date prior to the next 

Consolidated Public Works Board (CPWB) meeting to be considered for approval. CPWB meets the fourth Thursday of 
each month at 4:00 pm at City Hall. 
 
Name of Event: _______________________________Person in Charge of Event: ____________________________ 

Type of Event: _______________________________ Name of Sponsoring Organization: ______________________ 

Date of Event: _______________________ Start Time: __________________End Time: _______________________ 

Address: _________________________________Phone:________________Email:____________________________ 
   
Event Rules: 
1. The City facilities are maintained for use and enjoyment by our citizens.  The City does require that all planned events 
be approved in advance of the gathering (see Event Rule number 2). Commercial events and certain organized 
gatherings may be required to show evidence of a valid General Liability Insurance with limits not less than $1,000,000 
per occurrence, $2,000,000 in the aggregate, and $5,000 medical expense (any one person). If so, a certificate naming 
the City of Buckhannon, WV as an additional insured must be received before access to the facility is granted. 
2. Organizers must submit, within thirty (30) days of the start of the event, a virus mitigation plan, indicating the 
measures to be taken by the organizers to prevent COVID-19 transmission between individuals within the event venue. 
Suggested measures include the installation of hand sanitizing stations, the mandated use of masks and social 
distancing, screening for COVID-19 symptoms, and other measures. Failure to submit this plan in a timely manner will 
result in revocation of any permissions granted, and the cancellation of any permits issued, related to the event. 
3. A hold harmless agreement must be provided. 
4. Tobacco, alcoholic beverages and gambling are prohibited. 
5. Organizations using city property are responsible for the conduct of participants and spectators and must make 
adequate provisions to handle anticipated crowds. 
6. Permission for use, when granted, is for specific rooms or areas. The remaining areas of a facility are not to be used or 
entered. 
7. The marking of event courses (such as with a 5K) must be made with removable tape.  It must not interfere or conflict 
with any traffic or utility signage or signals.  Markings must immediately be removed as the event is concluding.  Paint 
and chalk are prohibited. Event signage must be distinguishable from traffic signs and organizers must have the name of 
the event on the signage.   Markings and signage not removed by the organizer(s) will be removed by City personnel and 
the organizer(s) and/or Event will be billed for any labor and materials.   
8. When city equipment is used, a designated city employee must be present and have general supervision of the 
equipment. 
9. No signs, banners, pennants, etc., are permitted in or on city buildings. All decorations, furnishings and equipment 
provided by the renter shall be installed and removed under the supervision of city personnel. 
10. When, in the opinion of the City, police officers are needed to protect event participants, the public, or City property, 
police officers will be assigned. 
11. The City may cancel any facility use, permit, or previously approved event if it does not comply with the guidelines 
published by the West Virginia Department of Health and Human Resources or by the Governor related to pandemic 
safety measures. Events may also be cancelled for any of the following causes: acts of God (including extreme weather), 
accident, riots, war, terrorist act, epidemic, pandemic, quarantine, civil commotion, natural catastrophes, governmental 
acts or omissions, changes in laws or regulations. Changes in published guidelines after request approval and prior to the 
event may result in cancellation of the event. If guidelines cannot be followed, the event will be cancelled or 
rescheduled. 
 
Signature of Person in Charge of Event: ______________________________ Phone No: ________________________ 



                                                   
Location of Event: ___________________________________If event is a 5K Include City approved route number_____. 

                                                                                 (If yes attach list)     Circle 
1. Will any streets be closed?              Yes/No 

IF YES:  Requester requirement for placement & removal of temporary signage regarding No Parking along the event 
route. See the above “marking of events” rules/regulations number 7. 

 
2. What is the anticipated crowd size?  _____________ 
 
3. Will there be vendors?          Yes/No 

                                  Vendors are subject to the same Event Rules as the event organizers. 

IF YES,  

(a.) What will be sold?_____________________________________________________________________ 

_______________________________________________________________________________________ 

(b.) Does the vendor have the necessary City License?      Yes/No 

(c.) Does the vendor have Event Insurance?       Yes/No 

4. Will there be a first-aid station/medical staff?       Yes/No 

5. Is there a parking plan? (If yes, please attach to this application.)    Yes/No 

6. Will there be security?          Yes/No 

Please list contact information for any additional key staff members: _________________________________ 
___________________________________________________________________________________________ 
 

 

Office Use 

Date Received__________________________ Date Presented to Board/Council_________________________ 

Approved by: __________________________Denied:__________________________ (attach reason for denial) 

If closing Main Street, a WVDOH Permit must be obtained.  WVDOH Permit Approved:  Yes/No  

WVDOH Permit No: __________________________ 

Will pre-event meeting be required?    Yes/No 

               (Circle attendees) Police Dept.     Fire Dept.      Street Dept.  Water Dept.    Sewer Dept.    Waste Dept.    Engineering 

Administrator    Mayor    OEM Director  Other: ______________________ REV 08-27-20 



 

Map 1 



 

Map 2 



 


