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Dear friend,

Thank you for your interest in holding a special event in the City of Wilkes-Barre!  Please complete and return the attached Special Events Request Form and return it with the specifics of the event at your earliest convenience.  

Please note that pavilion, Public Square and bandshell rentals have been changed for the year 2011. Pavilions, fields, parks and the bandshell will be reserved on a first come, first serve basis upon the receipt of all forms and payments.  Also, the Special Events Coordinator will notify you upon the approval of your event with a letter of confirmation. Here is some helpful information about holding an event in the city:  
· Pavilion rental:  $75.00 payment and a $50.00 refundable deposit (please write out two separate checks made payable to the City of Wilkes-Barre) 
· Kirby Park Pavilion #1: located near the lighted softball field/track area, holds approximately 60 people 

· Kirby Park Pavilion #2: concrete Martz Amphitheater 

· Kirby Park Pavilion #3:  near playground area, holds approximately 75 people 

· Weddings may be celebrated in Kirby Park on the Martz Amphitheater: $100.00 payment and a refundable $50.00 deposit 
· Bandshell rental:  $400.00 for the first day and $100.00 rental fee for each additional day 

· Public Square rental:  $300.00 per day 

· Field rental: $100.00 per field per day
· Electricity:  if your event requires minor electricity, there will be no charge; however, if your event requires that an electrician be present, there is a $100.00 fee for two hours minimum and $30.00 for each additional hour 
· Police:  If the Special Events Coordinator determines that your event will require police assistance, she will have you contact Officer Thomas Kupetz for scheduling at 570-208-4204.

· Wilkes-Barre police officers work a minimum of 4 hours at $140.00 each, with each additional hour costing $35.00 per officer

· Fire/Ambulance:  If the Special Events Coordinator determines that your event will require fire fighters or paramedics she will have you contact Fire Chief, Jay Delaney for scheduling at 570-208-4261.

· 1 firefighter/paramedic with a 2 hour minimum is $120.00, with each additional hour costing $30.00 per firefighter/paramedic

· Banner Hanging: 

· There is a $50.00 charge for banner hanging 

· Green Stage Rental: 

· There is a $50.00 charge for rental and set-up of the green stage 

· Each section measures 5 feet X 16 feet

· DPW workers:
· If DPW workers are required for an event held on the weekend, a hourly rate will be determined based on your request 

· Rain Dates:

· Please note that rain dates will not be reserved.  If your event is rained out, then you may call to reschedule another date.  

· Garbage removal:

· The event holder is responsible for removing all recyclables and cardboard generated by the event.  

· Parking:

· Please use designated parking lots only! You may not drive through the park at anytime no parking within city parks. No vehicles may be parked at the pavilions or ball fields. 
Alcohol is prohibited in the park at all times. 

Thank you for taking the time to complete the attached paperwork.  If you have any questions, please contact Special Events Coordinator Lore Majikes at 570.208.4149 or lmajikes@wilkes-barre.pa.us.  
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City of Wilkes-Barre Special Events Request Form 

Please mail completed form to Office of Special Events, 40 East Market Street, Wilkes-Barre PA 18711 or fax to 570.208.4101
Organization Name ________________________________________

Contact Person ​​​____________________________________________

Street Address ____________________________________________

City/State/Zip ____________________________________________

Phone Number __________________ Fax Number _______________

Email Address ____________________________________________

· Requested date of event: _________________________________

· Requested time of event (start-finish): ______________________

· Estimated number of people to attend event: _________________

· Please circle the type of event you are planning to hold:

Parade   -
Walk/Run  -    Party   -     Festival  -     Other (please describe): _________________________________________________________ _________________________________________________________

· Please circle the location of your requested event: 

Public Square 

Kirby Park field 

Kirby Park Pavilion # ___

Kirby Park Amphitheater
Other City Park: _____________________

Other location (please describe): _______________________________ __________________________________________________________

· I would like to rent the city’s bandshell on the following dates: 
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