
CITY OF CARMEL 

SPECIAL EVENT/FACILITY USE POLICY 

Individuals, businesses, and organizations may request, through the City of Carmel's ("City") Board of 

Public Works and Safety ("Board"), to use certain City facilities or property, collectively referred to in this 

policy as "City facilities" or "City property," including but not limited to the Civic Square Fountain Area, 

Civic Square Gazebo and Lawn, Japanese Garden, Midtown Plaza, Monon & Main Plaza, Reflecting Pool 

(excluding the area known as Veterans Memorial Freedom Circle and Plaza), Sophia Square, and City Hall 

Caucus Rooms and City Council Chambers, to host special programs/events.1 Individuals, businesses, and 

organizations also may request street closings. All approved programs/events and street closings must 

adhere to this Special Event/Facility Use Policy. 

Requests for use of City facilities or property generally are reviewed and granted on a first-come, first­

served basis, subject to the exceptions discussed below. In accepting and reviewing requests, the City is 

committed to, and endeavors to effectuate, the robust protections of the First Amendment of the 

United States Constitution. Thus, so long as the expressions sought to be advanced with a requested use 

of City facilities or property are within the bounds of the First Amendment's protections, the City 

remains committed to community members' right, with very few exceptions, to be free from 

government abridgement of speech and expressive conduct, and will review requests consistently with 

that commitment. 

SPECIAL EVENT/FACILITY USE REQUEST PROCEDURES 

A. REQUEST AND SUBMITTAL DEADLINE: Any individual, business, organization, or other entity

seeking to request ("Requestor") a street closing, use City facilities or property (other than City

Hall Caucus Rooms or City Council Chambers) at a time it is otherwise closed to the public, or

host a special program or event on or at City facilities or property that is reasonably expected or

desired to result in a gathering of at least fifty persons, shall complete and submit the on line

Special Event/Facility Use Request Form and Acknowledgement Agreement and attach any

additional documents (if applicable) as described below. For any request to use the City Hall

Caucus Room(s) or Council Chambers, regardless of the expected size of the gathering,

Requestor shall complete the City Hall Caucus Room or Council Chambers Request Form and

Acknowledgment Agreement and attach any additional documents (if applicable) as described

below. All request submission requirements for street closing and/or use of City facilities are

referred to in this policy as the "Event Form."

The Event Form must be submitted a minimum of 60 days prior to the planned date of the

event or activity. Approval of the request must be granted by the Board, which meets on the

first and third Wednesday of each month. The Board will not generally consider any Event Form

which does not meet the 60-day submittal deadline. However, the Board recognizes that under

certain circumstances, such as responses to current events, a timely submitted Event Form is

not practicable. Accordingly, the Board will excuse untimeliness of an Event Form where the

Requestor has demonstrated that the Event Form could not have been requested sooner

despite the Requestor's reasonable diligence and efforts to comply with this deadline, and the

Veterans Memorial Freedom Circle and Plaza is not available for use, as it is considered a solemn memorial 

honoring living and deceased American Veterans. 
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purposesofthetimeliness requirement—includinganabilityfortheCitytopreparethe
resources necessary tosafelyandreasonably sustaintheevent—arenotunreasonably impeded.  
Requestors willreceivenoticesbyemailregardingasubmitted EventForm.   

B. SECURITY DEPOSITS ANDEVENTFEES:   
Individual, business, ororganization locatedorresiding insideoftheCity’scorporate limits:  

Arefundable Security Deposit intheamountof $100isdueuponsubmission ofthe
EventForm.    
Thesecuritydepositwillberefundedtotheextent itisnotusedtopayforthecostof
repairinganydamageorclean-upassociated withtheuseoftheFacility.    

Individual, business, ororganization locatedorresidingoutsideoftheCity’scorporate:  
Anon-refundable eventfeeintheamountof $150isdueuponsubmission oftheEvent
Form.   

TheeventfeeappliesonlywhenreservingaCityfacilityorproperty. AllRequestors remainliablefor
thecostofrepairinganydamageorclean-upassociated withtheuseoftheCityfacilityorproperty
thatexceedstheamountofthesecuritydepositorfee. Finaldetermination ofdamages shallbe
madebytheCity’sFacilitiesManagerorhis/herdesignee.    

Requestswillnotbeprocessed untilsecuritydepositand/oreventfeepayments havebeen
received.  Paymentmaybemadeonlineusingacreditordebitcardbyclickinghereandentering
PayLocationCode (PLCnumber) A0026jorbycalling1-888-604-7888 (givethemPLC#).   

ARequestor maycheckavailabledatespriortocompleting theEventFormandmakingpaymentby
callingCityHallat317-571-2400.   

GENERAL TERMSANDCONDITIONS

A. PRIORITY OFAPPROVAL: UseofaCityfacilityforaCity-sponsored function shalltakepriority
overitsuseforallotherpurposes, regardlessofanypriorapproval. Inaddition, anannualor
ongoingeventshallbegivenpreference overaone-timeevent. Otherwise, allrequestswillbe
grantedonafirst-come, first-servedbasis. EventFormsmaybesubmitted totheBoardupto
twelve (12) months inadvanceoftheactivityoreventdate.  

B. CONFORMITY OFPURPOSE: Therequested useofaCityfacilitymustconformtothedesignand
intended functionofthefacility.  

C. COMPLIANCE TOAPPLICABLE LAWS: Therequested useoftheCityfacilityshall, atalltimes,  
complywithallapplicable federal, state, andlocallawsandregulations andmustnotbe
injurioustothepublichealth, safety, orgeneralwelfare. Bysubmitting anEventForm, the
Requestor expressly agreesthattheproposedeventwillnotincludeengagement inexpressive
speechoractivity that:  

i) Tendstoincite immediate breachofthepeace;   
ii) Constitutes seriousexpression ofanintenttocommitanactofunlawfulviolence

towardsaparticular individualorgroup;  
iii) Isobsceneorconstitutes publicindecency understatelaw, IC § 35-45-4-1;  
iv) Exposesminorsinvoluntarily orwithout theconsentoftheminor’sparentorguardian

toanyconductoractivitythatissexuallyexplicitbecausetheaverageperson, applying
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contemporary adultcommunity standards, wouldfind, withrespecttominors, the
conductoractivity isdesigned toappealorpandertotheprurient interest, depictsor
represents, inamannerpatentlyoffensivewithrespecttominors, anactualor
simulated sexualact, sexualcontact, lewdexhibitionofgenitalia, and/orsexualconduct
asdefinedinI.C. § 35-49-1-9, and, takenasawhole, lacksseriousliterary, artistic,  
politicalorscientificvalueforminors; and/or

v) Violates thefederal, state, and/orlocallawsandregulations, includingCarmelCityCode
6-78PublicNuisances Offending MoralsandDecency.  

D. ADMISSION FEES: Requestor shallnotchargeanadmission feeforanactivityoreventwithout
priorBoardapproval. Voluntary donations maybesolicited.   

E. USEOFPOLICEORFIREEMERGENCY MEDICAL SERVICES (EMS): Eventsrequiring theuseof
eitherPoliceand/orFireEmergency MedicalServices (EMS) mustbecoordinated bythe
Requestor viaemailwiththeCarmelPoliceDepartment SpecialEventsCoordinator and/orthe
CarmelFireDepartment PlanningDivision. Acopyofthiscommunication mustaccompany the
EventFormfortheBoard’sapprovalprocess. Thisprocesswillallowoff-dutyCarmelpoliceor
firepersonnel tobehiredfortheevent. ExtrafeesapplyforPoliceorEMSservicesandare
coordinated directlywiththeappropriate agency.   

CarmelPoliceDepartment
ThreeCivicSquare

Carmel, IN
317) 571-2500

CPDSpecialEvents@carmel. in.gov

CarmelFireDepartment
TwoCivicSquare

Carmel, IN
317) 571-2600

CFDInfo@carmel.in.gov

F. NOTIFICATION OFAFFECTED PARTIES: Ifstreetclosureisrequired, theRequestor isresponsible
fornotifyingallresidentialunits, and/orbusinessentitiesinthearea, oralongtheeventroute
priortoapproval. Proofofnotification mustbesubmitted withtheEventForm. Examples
includeanapproval letteroremailfromtheaffectedHomeowners’ Association, acopyofan
emailtoresidentsand/orbusinesses inthearea, copiesofflyersorsigns, etc.  

G. CLEANUP/TRASH: Requestor shallimmediately cleantheCityfacility/propertyattheconclusion
oftheeventoractivity, depositalltrashintotrashcontainers, andrestorethefacility/property
toitsoriginalcondition. Signs, banners, tables, chairs, orotherequipment mustberemoved at
theendoftheevent. Clean-upisthesoleresponsibility oftheRequestor.   

Forlargeevents, atrashtrailermayberequested fromtheCarmelStreetDepartment (see
contact information underStreetBarricades section). A $150feemaybeapplied.   

H. TABLES, CHAIRS, ETC.: TheCitydoesnotprovideanysuppliesorequipment fornon-Cityevents.   

I. STREETBARRICADES/ CONESarerequiredtoblockorredirect trafficduringstreetclosuresandmay
varyinsizeorstyledepending onthelocationandsizeoftheevent. Requestor acknowledges
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responsibility forobtaining thesebarricades/cones. Toschedule pickup (deliverywhenpossible)  
contact theStreetDepartment aminimumofone (1) weekinadvance.   

CarmelStreetDepartment
st3400W. 131 St.  

Carmel, IN46032
317) 733-2001

Street@carmel.in.gov

J. NOPARKING SIGNSarerequiredwheneverastreetclosureoccurs inanareawherepublicparking is
allowed. Requestor acknowledges responsibility forobtaining thesesignsdirectly fromtheCarmel
PoliceDepartment atleastone (1) weekinadvanceoftheevent. Requestor isresponsible for
postingnoparkingsigns.   

CarmelPoliceDepartment
ThreeCivicSquare
Carmel, IN46032

317) 571-2500
CPDSpecialEvents@carmel. in.gov

K. DETOUR/TRAFFIC REDIRECTION SIGNSarerequiredduringstreetclosures thatinvolvemultiple
streetsorblockstohelpdirectmotorists. Requestor acknowledges responsibility forobtaining these
signsdirectly fromtheCarmelStreetDepartment atleastthree (3) daysinadvanceoftheevent.  
CityEngineering alsomayneedtoapprovedetour/redirection signs.   

CarmelStreetDepartment
st3400W. 131 St.  

Carmel, IN46032
317) 733-2001

Street@carmel.in.gov

CarmelEngineering Department
OneCivicSquare
Carmel, IN46032

317-571-2441

L. ROUTEMAPS, SIGNAGE, ANDMARKINGS: Eventssuchaswalks, runs, bicycle rides, parades,  
andblockpartiesmustincludeaneasy-to-read, colormapofthearea/routetobeused. The
routemustbesubmitted withtheEventFormandbeapproved throughCityEngineering. If
construction doesnotallowfortheproposed route, anewroutemustbeestablished atleast
two (2) weeksinadvanceoftheevent.  

Requestor acknowledges responsibility forplacingroutesignage. Routesignagemaybeplaced
noearlierthan48hourspriortothestartoftheeventandmustberemovedbeforethestartof
business thefollowingday. Signscannotbeco-locatedonexistingstreet, directional, or
informational signs. Requests foruseofstreetpaintmustreceivespecialapproval fromand
adheretoallguidelines setbytheCarmelStreetDepartment.  
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CarmelStreetDepartment
3400W. 131stSt.  

Carmel, IN
317) 733-2001

Street@carmel.in.gov

M. TENTS: Tentslargerthan10x10ft. requireapermitfromtheCarmelBuilding & CodeServices.  
Tentsshouldbeanchoredbyweightsonly. Stakesorrodsofanykindarestrictlyprohibited to
beplacedinthegroundsofanyCityfacility. Tentslargerthan199sq. ft. aresubject to
inspection bytheCarmelFireMarshal.  

i) MidtownPlazatents: TocovertheentiregreenspaceatMidtownPlaza, theexclusive
vendorisAClassicPartyRental, 317-251-7368. Smaller tentsmaybeprovided byother
vendorsortheeventorganizer.   

Fortentpermits, contact:  
CarmelBuilding & CodeServices

OneCivicSquare
Carmel, IN

317) 571-2444

N. OUTDOOR STAGES:  TheStateofIndianahasregulations regardingtheuseofoutdoorstages.  
Pleaserefertohttps://www.in.gov/dhs/files/0319-Spec-Requirements.pdf. Allrequests
containing outdoor stageequipment aresubjecttotheseregulations. Stagesmayrequire
inspection byCarmelFireDepartment.   

O. MUSIC: Musicorothernoisethatisunreasonable becauseitdisturbs, injures, orendangers the
healthorwelfareofanotherorofthecommunity orthatunreasonably interfereswiththeuse
andenjoymentofCityfacilitiesorproperty isprohibited.  

P. EQUIPMENT/ SUPPLIES: TheCitydoesnotprovideanyequipment orsupplies forevents, other
thanspecific itemsmentioned inthispolicy.  

Q. VENDORS: Ifvendorswillbeincluded intheeventoractivity, theRequestor mustsubmitalist
identifying definiteorpossiblevendorswiththeEventForm. Weunderstand notallvendors
maybeconfirmedatthetimeofrequest. Thenumberofvendors allowedataneventoractivity
willbeguidedbysafetyandpublichealthconsiderations, including theavailablespaceatthe
Cityfacility/propertybeingusedandparkingandtrafficconsiderations.   

Mobilefoodvendorsneedtoprovideacopyoftheirlicense/permitfromtheHamiltonCounty
HealthDepartment. Vendorsmaysetup/teardownonlyduringtheeventtimesstatedonthe
EventForm.  

HamiltonCountyHealthDepartment
18030Foundation Drive

SuiteA
Noblesville, IN
317) 776-8500

R. TOBACCO ANDALCOHOL: Smoking isstrictlyprohibited inallCityfacilities/property. Alcohol is
prohibited inCityHallCaucusRoomsandCouncilChambers. WithrespecttoeventsatotherCity
facilities/property, ifalcoholwillbeserved, allapplicable licensingandpermitting lawsmustbe
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followed, includingbutnotlimitedto, therequirement foralicensedbartender, andthe
approvalofatemporary alcoholpermitbytheHamiltonCountySheriffortheCarmelPolice
Department Chief. Thepermitrequestcanbefoundhere: https://www.in.gov/atc/alcohol- 
permit-resources/alcohol-permit-information/.   

Sendtheapplication totheaddressbelow. Following thatapproval, obtainfinalapproval from
theSheriffofHamiltonCountyorChiefofPoliceoftheCarmelPoliceDepartment.   

Contact IndianaExciseforanyquestionsorclarifications regarding licensingandpermitting
requirements.   

IndianaExcise – District3
279W. 300North

Crawfordsville, IN 47933
765-362-8815

CarmelPoliceDepartment
ThreeCivicSquare
Carmel, IN46032

317-571-2500
CPDSpecialEvents@carmel. in.gov

HamiltonCountySheriff
18100Cumberland Road

Noblesville, IN
317) 773-1872

S. LOCATION OFVEHICLES: Vehiclesmaynotbeparkedordrivenonthegrassorsidewalks around
anyCityfacility. Vehiclesloadingorunloading mustremainonastreetorotherpavedarea. See
GeneralTermsandConditions, SectionZ, below, foradditional compliance requirements.  

T. NOSTAKESORRODSINGROUND ALLOWED: Itemsrequiringanchoring mustbeweighted.  
Stakesorrodsofanykindshouldnotbeputintotheground, astheyarestrictlyprohibited on
thegroundsofanyCityfacility/property. Restriction ofthesedevicesisrequiredtoavoid
damagetounderground wiringandirrigationsystems.   

U. USEOFNAILS, TACKS, ETC.: Requestor shallnotusenails, tacks, oranysimilardevicestoattach
anythingtoanysurfaceofaCityfacility, building, structure, orotherCityproperty.   

V. USEOFPUBLIC FIREWORKS: TheCityhaspoliciesandordinances relatedtofiresafetyand
publicfireworksdisplays. PleaserefertoCityOrdinance D-1968-09,  
https://www.carmel.in.gov/government/departments-services/fire/safety-resources/fireworks- 
rules-and-fire-safety-in-carmel. Anyproposed useoffireworksonCitypropertyorataCity
facilitymustbedisclosed intheEventFormandcomplywithallapplicable CityandStatepolicies
andlaws.   

Fireworks aresubjecttotheCity’snoiseordinance, pleasereferto
https://codelibrary.amlegal.com/codes/carmel/latest/carmel_in/0-0-0-4337#JD_6-158, andare
notallowedexceptforthefollowingdaysandtimes:   

i) Betweenthehoursof5p.m. andmidnight onJune29, June30, July1, July2, July3, July5,  
July6, July7, July8, andJuly9;   
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ii) Between thehoursof10a.m. andmidnightonJuly4;   
iii) Between thehoursof10a.m. onDecember31and1a.m. onJanuary1; and
iv) Between thehoursof5:00p.m. and11:00p.m. onthedayofDiwali.  

Commercial fireworks companies mustcontact theStateFireMarshal foradisplaypermit.  
https://www.in.gov/dhs/fire-and-building-safety/. Forquestions, contact:   

CarmelFireMarshal
210VeteransWay
Carmel, IN46032

317) 571-2600
CFDInfo@carmel.in.gov

Approval isalsorequiredbytheIndianaDepartment ofHomeland Security:  
https://www.in.gov/dhs/fire-and-building-safety/code-enforcement/fireworks-information/   

317) 232-2391

W. ELECTRICAL POWERisavailable inselectlocations. Requestor acknowledges responsibility for
identifying thefullscopeofelectrical needsfortheevent, includingobtainingacomplete listof
powerneedsfrombands, vendors, point-of-salesystems, etc., providing his/herowngenerator(s) as
needed, andcontacting theCarmelStreetDepartment atleastone (1) weekinadvanceofthe
eventtoascertainwherepowerisavailableandarrangetohaveitturnedonfortheevent. If
electricity isneeded, pleaserequestmoreinformation aboutyoureventlocation.   

CarmelStreetDepartment
st3400W. 131 St.  

Carmel, IN
317) 733-2001

Street@carmel.in.gov

X. CERTIFICATE OFINSURANCE (COI): Individuals andnon-profitorfor-profitorganizations/ 
businesses arerequiredtoprovideaCOIthatincludestheCityofCarmelasanadditional
insured. Theminimum coverageamount is $1,000,000peroccurrence, $300,000perperson,  
and $50,000forlegal. TheBoardmayincreasetherequiredamountifreasonably deemed
necessary basedonthesizeoftheeventandthenatureofthefacilities involved, including, for
example, theexpectedattendeevolume, vendorsorotherthirdpartiesexpected tobeincluded,  
whetheralcoholorfireworkswillbeincluded, etc. TheCOIisduetotheBoardnolaterthanten
10) dayspriortotheeventoractivity.   

i) Inaddition, ifRequestor hiresoff-dutycityemployees (police, fire, EMS, orothers),  
Requestor mustshowprooftotheCarmelPoliceDepartment and/orCarmelFire
Department ofWorkman’sCompensation Insurance tocoveroff-dutycityemployees.   

Y. NON-DISCRIMINATION: Requestor shallcomplywithalllawsthatprohibitdiscrimination against
anyemployee, Requestor foremployment orsub-contractor (includingvendors) inthe
performance ofanydutyassociatedwiththeactivityorevent, withrespecttohire, tenure,  
terms, conditions, privilegesofemployment, and/oranymatterdirectlyorindirectly relatedto
employment orsubcontracting, becauseofrace, religion, color, sex, disability, nationalorigin,  
ancestry, age, disabled veteranstatus, orVietnameraveteranstatus. TheCityreserves theright
tocollectapenaltyasprovided inIC § 5-16-6-1foranypersonsodiscriminated against.  
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Z. AMERICANS WITHDISABILITIES ACT (ADA):  Atalltimes, City-ownedpropertyorfacilitymustbe
usedinaccordance withallapplicable federal, state, andlocallawsandregulations. Requestor
acknowledges andagreestoadheretoallADArequirements relatedtoaccessibility, including but
notlimitedtostreets, sidewalks, publicrestrooms, andpublicaccommodations. Requestor further
agreestokeepsidewalksclearatalltimes. TofollowADArules, sixfeetofspaceisrequiredonall
sidewalks.  

AA. RIGHTOFREFUSAL ORREVOCATION: TheBoardreserves therighttodenyorrevokeanyrequestto
useCityfacilityorproperty, foranyofthefollowing reasons:   

i) Theproposedactivitywillsubstantially orunnecessarily interferewithtraffic intheaffected
area;  

ii) Asufficientnumberofpeaceofficers topoliceandprotectparticipants arenotavailable;  

iii) Theconcentration ofpersons, animals, vehicles, orthingsattheassembly and/oralongthe
routewillpreventproperfireandpoliceprotection andambulance service;  

iv) TheRequestor hasonprioroccasions madematerialmisrepresentations regarding the
natureorscopeofanyeventoractivitypreviously reviewedbytheBoard;  

v) TheEventForm (includinganyrequiredattachments andsubmissions) isnotfullycompleted
andexecuted;  

vi) TheRequestor hasnottenderedallrequiredsubmission materials, includingbutnotlimited
toanyrequest fee, insurance certificate, orsecuritydeposit;  

vii) TheRequestor hasdamagedCitypropertyonapreviousoccasionandhasnotpaidinfullfor
suchdamage, orhasotheroutstanding andunpaiddebtstotheCity;  

viii) TherequestevidencesariskofinjuryordamagetotheCity’sresources;  

ix) TheRequestor failstotimelysubmit theEventForminaccordancewiththerequirements
setforthinthisPolicy;  

x) Theproposedactivitywillinterferewithactivities forwhichtheCityhasgrantedaleaseor
license;  

xi) Theproposedactivityposesariskofunreasonable dangertothehealthorsafetyofthe
public;   

xii) TheRequestor failstoobtainordemonstrates anintenttofailtoobtaintheliability
insurance requiredbySectionXofthispolicy; or

xiii) TheRequestorortheEventFormindicates thattheproposedeventwillinclude, orthe
eventinfactincludes, expressive speechoractivitythat:  
1) Tendstoinciteimmediate breachofthepeace;   
2) Constitutes seriousexpression ofanintenttocommitanactofunlawfulviolence

towardsaparticular individualorgroup;  
3) Isobsceneorconstitutes publicindecency understatelaw, IC § 35-45-4-1;  
4) Exposesminorsinvoluntarily orwithout theconsentoftheminor’sparentor

guardian toanyconductoractivitythatissexuallyexplicitbecausetheaverage
person, applyingcontemporary adultcommunity standards, wouldfind, with
respecttominors, theconductoractivity isdesignedtoappealorpandertothe
prurient interest, depictsorrepresents, inamannerpatentlyoffensivewithrespect
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tominors, anactualorsimulated sexualact, sexualcontact, lewdexhibitionof
genitalia, and/orsexualconductasdefinedinI.C. § 35-49-1-9, and, takenasa
whole, lacksseriousliterary, artistic, politicalorscientificvalueforminors; and/or

5) Violates thefederal, state, and/orlocallawsandregulations, includingCarmelCity
2Code § 6-78PublicNuisances Offending MoralsandDecency.  

BB. EVENTCOORDINATION/ CITYSTAFFONSITE: TheCitydoesnotprovideanyeventplanningor
coordination services. Requestor isresponsible forplanningandexecuting theevent. Citystaff
arenotavailable tobeonsiteduringtheevent.   

CC. INDEMNIFICATION ANDHOLDHARMLESS: Requestor agreestoindemnify, defend, andhold
harmless theCityofCarmel, Indianaanditsofficers, officials, agents, employees, and
representatives fromandagainstallclaims, causesofaction, demands, andsuitsofwhatever
type, including, butnotlimitedto, alldamages, costs, attorney fees, andotherexpenses, caused
byanyactoromissionofRequestor and/orofanyofRequestor’sagents, officers, employees,  
contractors, subcontractors, orrepresentatives arisingoutofand/orinconnection with
organization oforparticipation intherequested eventoractivity. Requestor alsoagreestohold
theCity, theBoard, andtheirrespective officers, officials, employees, agents, and
representatives harmless fromanydamages, costs, orexpenses, includingattorney fees, that
Requestor mayincurasadirectorindirect resultofanyBoardaction.  

DD. ADDITIONAL RULESAPPLICABLE TOMIDTOWN PLAZA:  AlleventsinMidtownPlazamustbe
freeandopentothepublic. MidtownPlazamaynotbeclosedforprivateevents. No
skateboards maybeusedonthewooden furnishings inMidtown Plaza. Nomotorized vehicles
maybeusedinMidtownPlaza. RedspinningchairsmustremainoffoftheturfinMidtown
Plaza. AllfoodtraysmustbereturnedtoSunKingattheconclusionoftheevent/gathering.   

EE. ADDITIONAL RULESANDINFORMATION APPLICABLE TOUSEOFCITYHALLCAUCUSROOM(S)  
ANDCOUNCIL CHAMBERS:  (PerGeneralTermsandConditions, SectionBB, Citystaffarenot
available tobeonsiteduringtheeventortoassistwitheventset-uportear-down.)  

CAUCUSROOM(S)  

Thelarge (2/3) sizeroomissetupboardroom stylewithsix5-foottablesand30chairs.  
Additional chairsarealongtheperimeteroftheroom.    
Thesmall (1/3) sizeroomhasfour5-foottablesand10chairs.  
Roomsmaybeusedsinglyorcombined.   
ASmartboard isavailable; however, nocomputer isincluded. Requestor willneedto
providecomputer.   
Therearenomicrophones intheCaucus room.   
Requestor providesextension cords, ifneeded.  
Apodiumandawhiteboard areintheroom.   
Nothingmaybeadheredtothewalloranysurface intheroom.   

2 See, e.g., Thomasv. ChicagoParkDist., 227F.3d921 (7thCir. 2000), Marcavagev. CityofChicago, 659F.3d
626 (7thCir. 2011), MacDonaldv. CityofChicago, 243F.3d1021 (7thCir. 2001); Purtellv. Mason, 527F. 3d
615 (7thCir. 2008); U.S. v. Parr, 545F.3d491 (7thCir. 2008); Millerv. Cal., 413U.S. 15 (1973).  
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Thereisan8.5-footcounterwithasink.   

COUNCIL CHAMBERS

Theseatingcapacity is112inthetheaterchairs.  
Thedaishas13seats, eachwithamicrophone.  Thereisapresenter’spodium.   
Therearetwotables, eachwithachair, inthefrontoftheroom.  
Apodiumforthecenteroftheroomisavailablebutmustberequested. Otherwise,  
therearetwosidepodiums.   
Extratablesmaybeplacedaroundtheperimeter oftheroomorinthehalloutsidethe
doors.   

Questions regardingtheCity’sSpecialEvent/FacilityUsePolicyshouldbedirected to (317) 571-2400.  
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