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The Royal Parks 
Event Application Form

This form does not constitute an agreement to stage an event, nor is it a contract.




Before you fill in your application form, please ensure you have read Guidelines for Hosting Major Events in the Royal Parks found on our website 
Hold a major event | The Royal Parks


Event organiser’s details 

	Date of Application:
	

	Event Organiser:
	

	Event Organiser’s Address:
	


	Principal Event Contact Name:
	

	Principal Event Contact Number:
	

	Principal Event Contact Email:
	




Event details 

	Proposed Event Name:
	

	Proposed Event Location(s):
	

	Proposed Event Date(s) / Schedule:
	

	Anticipated Start of Occupation Date(s):
	

	Anticipated number of visitors/spectators (if applicable)
	

	Anticipated number or participants (if applicable) 
	

	Anticipated entry fee (if applicable)
	






	







Event proposal 
Please provide as much information as possible to give The Royal Parks Events Team as thorough understanding of the proposed event as possible. Alternatively use this space to reference a separate document(s) (to be emailed with this application form) that provides relevant information. 

Please include:
· Exact description of what your event is and its purpose 
· Full schedule of activity detailing from the start of occupation until the end and event timings 
· If the event is a repeat of a previous event please provide details of the previous event and details of any way in which the proposed event may differ
· Any other information that you think would be relevant to your application

	











































Activity at the event

Will the proposed event have, or is it likely to have any of the following:

	Temporary Structures eg, stages, marquees, PA systems, lighting, generators 
	<yes / no>

	· If yes please provide further details here about all structures and include on your site plan and risk assessment 


	Park Utilities (if available) 
	<yes / no>

	· Please outline if you require power or water connections if available on site. If not how would you plan to facilitate the event.   


	Stewarding / security / marshals
	
	<yes / no>

	· If yes please provide details here on locations and timings 



	Vehicle access
	
	<yes / no>

	· If yes please provide further details here about what types of vehicles and timings 



	Road Closures
	
	<yes / no>

	· If yes please provide further details here including roads requested and times 



	First aid provision
	<yes / no>

	· Please supply an outline of the medical and first aid cover to be provided



	Waste management 
	<yes / no>

	· Please identify the method to be used in order to maintain the area free of litter and refuse


	Display banners/promotional material
	<yes / no>

	· Please list any promotional activity you would like to be considered 

	

	Catering
	<yes / no>

	· Please list any catering you would like to be considered. 



	Live Music / Performance
	<yes / no>

	· Please outline any live music or performance elements of your programme



	VVIPs (Royal Household / Political Leaders / Major Celebrities)
	<yes / no>

	· Please provide further info










Fees

We will only be able to give you a guide to the fees for your event once you have submitted this form with all the relevant information

· In addition to an event fee you will have to pay for any services that we provide, or for any costs that we incur. 
· You will also need to pay a reinstatement bond, which is returned to you after successful completion of your event.


Supporting documentation

Please send the following with your application;

· Event Management Plan (including traffic management, stewarding plans etc)
· Site or course plans (if required)
· Public liability insurance (including separate cover for an Act of Terrorism for a sum of not less than twenty five million pounds (£25,000,000)) for a sum of not less than twenty five million pounds (£25,000,000).
· Risk assessment 


Submitting your application 

Applications should be sent to majorevents@royalparks.org.uk


Declaration

I have included all information about the event within this application as well as the requested supporting documentation. I agree to inform The Royal Parks of any proposed changes to the information contained within this application.

	Signed:
	



	Name:
	

	Date:
	

	On Behalf of:
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