City of Hagerstown’s Neighborhoods 1st
Request for Services
	Event:
	

	* A budget outlining all anticipated expenditures must be submitted along with the Request for Services.

	Date:
	
	Rain date:
	

	

	Time of Event:
	
	Set-up to Clean-up Times:
	

	

	Event Location:
	

	

	Type of Event:
	

	

	Neighborhoods 1st Group:
	

	

	Contact:
	
	Phone (d):
	

	

	Phone (e):
	
	Email:
	

	

	Expected Attendance:
	
	Invitees to include (check all that apply):
· Neighborhood Members

· Neighborhoods 1st General Membership

· General Public

	· Food will be served

· Entertainment to include live music
	· 

	Publicity
	Street Closure

	· Yard signs: ______  Laminated? ______  
	Location:
	

	Text:
	
	
	Date(s):
	

	
	
	
	Time:
	

	· Fliers: ______  
	No. of Signs:
	

	· Press Release (attach suggested text, if any)
	Metered Parking Spaces with Meter Serial Numbers:

	· Govt. TV Slide (attach special instructions, if any)
	
	

	
	
	

	
	

	Equipment Requests

	Available from the City at no charge.

	· Video Camera

· Tables: ______

· Chairs: ______

· Picnic Tables: ______ 

· Barricades: ______


	· Stage (10’x24’)

· Stage (8’x8’; up to two available)
· Trash Cans with Liners: ______

· Canopies (One available for pick up)
· Recycle bins and materials

	Equipment Delivery Location (if different from Event Location):
	

	

	Office distribution use only:
	· Community Affairs

· Action Required

· Information Only

· Parks

· Action Required

· Information Only
	· Engineering

· Action Required

· Information Only

· Police

· Action Required

· Information Only
	· Fire

· Action Required

· Information Only

· Public Works

· Action Required
· Information Only


