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Friends & Community Groups Special Event Permit Process
A step-by-step guide for Friends Groups and local community groups to apply for a permit to
host a community event in a Philadelphia Parks & Recreation park.
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Contact the Stewardship Office via email (Naseem.Baksh@phila.gov) no later than
March 1, to reserve your dates. Otherwise, another park user can get a permit for that
date via the new online system.



Download Friends & Community Groups permit application from:
https://www.phila.gov/documents/parks-recreation-permit-applications/



Complete the permit application and submit with the $25 application fee to the
Stewardship Office by mail or in person at least four weeks in advance. Otherwise,
you’re subject to an additional $25 late fee.



Community groups must also submit a security deposit (the deposit is waived for
registered Friends Groups).



If city support services are requested, those fees should also be included at the time of
application. No services will be scheduled until payment is received.



To schedule the Showmobile, contact Karen Walls for availability at
Karen.Walls@phila.gov or (215) 685-0060. A separate invoice will be issued for use of
the Showmobile.



A series of like events (maximum 10) can be applied to an individual permit with one
application fee. To qualify as a series, each event must have the same name (ex.
Summer Jazz Nights: 5/21, 5/28, 6/4, 6/11, 6/18, 6/25, 7/2, 7/9, 7/16 and 7/23).



It is the event organizer’s responsibility to secure any additional permits, approvals or
services from other departments in City government.



If approved you will be issued a permit prior to your event.



Event organizer should inform the Stewardship Office if you need to cancel your event
due to weather or other circumstances.



Event organizer should have both the Friends & Community Groups permit as well as
the insurance certificate on hand during the scheduled event.

Insurance is required for all events:


All events are required to submit a certificate of insurance with minimum limits of
$1,000.000 per occurrence naming the City of Philadelphia as additionally insured to the
Stewardship Office with the permit application.



Insurance may be purchased through the City’s Office of Risk Management. Insurance
applications must be submitted with your permit application and are found in the
Friends and Community Groups permit application resource packet at:
https://www.phila.gov/documents/parks-recreation-permit-applications/



Registered Friends Groups who do not have insurance are eligible for coverage through
Parks & Recreation; however an insurance application must be completed for every
permit application.



A Certificate of Insurance will be mailed to the event organizer directly from the Office
of Risk Management.

