 NEW PALTZ PARADE APPLICATION INSTRUCTIONS
The Village and Town jointly sponsor two community parades: The Memorial Day Parade and the Halloween Parade. No parade or event application is required for the Village/ Town Sponsored Community Halloween Parade or Memorial Day Parade.]

All other parades are sponsored by non governmental organizations and must seek permission and approval via the submission of a Parade Application. If you are planning an event after the parade in a Town or Village Park you MUST file an additional Village or Town Park Use Application.
If your organization desires to hold a PARADE in New Paltz, your organization must do the following:
A. An application may be obtained from the Village Clerk’s Office, 25 Plattekill Avenue or download the application form from the Village/Town websites. NO parade applications will be issued or received by the Town Clerk.
B. Fill out and return the parade application 60 days prior to the parade with a non refundable $25 administrative fee to the Village Clerk. Please understand there are several steps to be completed before a parade is approved: Completion of this application; Review/approval by the Town Police; approval by the Village Board; and a signed contract with the Town of New Paltz which includes your organization making a deposit of $250 and providing a certificate of insurance with the Village/Town named as additional insured.
PLEASE REMEMBER:
Should you also plan to hold an event at the conclusion of the parade you must fill out and return a separate park use application to the Village OR Town Clerk.

     For events at Hasbrouck Park or other Village location, see Village Clerk for a Village park use application. 
     For events at Moriello Pool, Moriello Park, Clearwater Park, New Paltz Sport and Recreation Center or other Town location, see the Town Clerk for a Town park use application.
C. Once you have submitted your application the Town Police Department may contact you for additional information or to clarify your route request. Once the Town Police Department and the Village Board have reviewed and approved the parade your organization will be notified by the Village Clerk. You must then go to the Town Clerk and complete the contract for the parade.
D. Your organization must sign a contract with the Town of New Paltz. Most parades have fees in the range of $250 minimum to $1350 maximum depending on the parade route, date and time, length of parade, number of vehicles/participants, and availability of police personnel. The contract will specify two fees a town fee for safety personnel and a village fee for stanchions and other safety equipment.
At the time the contract is signed by your organization and the Town Supervisor you must give a $250 deposit (check made payable to the Town of New Paltz with parade written in the memo) and a certificate from your insurance company naming the Village and Town insurance as additional insured for $1,000,000. If the contract, deposit and insurance certificate are not received by the Town at least 10 days prior to the date, the parade will be cancelled
E. Once the parade has occurred your organization will be invoiced for the actual parade costs less the $250 deposit. Should you fail to remit the outstanding amount within 30 days, a 10% late charge will be added. An additional 5% charge will be added for every 30 days thereafter. Failure to pay, delinquency, or bounced checks will result at the minimum of the cancellation of the parade and/or denial of application for future parades.

INTERNAL INSTRUCTIONS FOR THE VILLAGE CLERK, TOWN CLERK, POLICE DEPARTMENT, POLICE COMMISSION AND VILLAGE DPW FOR PARADES, PARK USE AND/OR OTHER EVENTS. THESE INSTRUCTIONS ARE NOT PART OF THE APPLICATION FORMS, BUT RATHER FOR INTERNAL CLERKS USE.
All application forms/instructions for parades, park use and events will be placed on the Town/ Village websites.

Parade applications are submitted ONLY to the Village Clerk.  Park use and event applications are submitted to the Village Clerk or the Town Clerk depending on the location of the event. 

We recommend that copies be retained of all forms forwarded to other internal departments so that nothing is lost  among and between departments.

PARADES:
Once the completed application and $25 administrative fee is received for a Parade, the Village Clerk will forward same to the New Paltz Police Department for review and approval. 
Within 20 days of receipt, the application will be reviewed for safety by the Police. If necessary, the organization will be contacted by the Police Department for any changes needed in the route requested, number of vehicles/people anticipated, verification of date and time of the parade, and scheduling conflicts. 
The Police Department will estimate the fees and return the approved/not approved application (RETAINING A FILE COPY) and to the Village Clerk. If approved, the Village Clerk will place the parade application on the agenda for approval by the Trustees and signature of the Mayor. 
The Village Clerk will obtain a written estimate of parade fees from the DPW and forward the estimate to the Town Clerk who will include those costs into the parade contract.

The Village Clerk will contact the organization with the estimated fee for the parade. [For the Clerk’s own information the quoted fee will include costs of Police and the Village Department of Public Works].
If the organization accepts the proposed fee, the Village Clerk will send the organization to the Town Clerk for contract execution. 
The Village Clerk will notify the Superintendent of Public works of the approved date and time of the parade.
The Police Commission, in consultation with the Chief or his/her designee, shall annually attempt to anticipate and budget for Parades by name in the Police Annual Budget presented to the Town Board. 
It is recommended that at the Town Reorganization Meeting, the Town Board authorize the Supervisor to sign approved parade contracts.

When the parade fees have been paid the Clerk will approve reimbursement to the Village for the DPW costs.

PARK USE REQUESTS OR OTHER EVENTS:

If an event is planned for Hasbrouck Park, Wallkill River or other Town/ Village owned location at the conclusion of a parade OR as a separate non parade event a Town or Village Event application must be completed and submitted to either the Village Clerk or Town Clerk.
If more than one organization is sponsoring an event at the conclusion of a parade, each organization must submit an event application. For example: the Regatta has both a boat race and Family has a duck race. Two event applications will be required to be submitted to the Village Clerk.
For Town approved  events at a Town owned location (Moriello Pool, Clearwater Park, New Paltz Sport and Recreation Center, or other Town location) all requested or required Police security needs and other associated costs will be approved by the Town Board and paid by either the sponsoring organization or by the Town Board.

For Village approved events at a Village owned location (Hasbrouck Park or other Village location) all requested or required Police security needs and other associated costs will be approved by the Village Board and paid by either the sponsoring organization or by the Village Board.

