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 SEQ CHAPTER \h \r 1City of Burlingame - Parks & Recreation


850 Burlingame Avenue, Burlingame, CA  94010


Phone: (650) 558-7300               Fax: (650) 696-7216

Banner  Scheduling  Policy
1.
Banner applications must be filed with the Burlingame Parks & Recreation Department at the Recreation Center, 850 Burlingame Avenue, Burlingame, CA  94010. No dates will be scheduled until a banner permit is issued.  Permits will only be issued when BOTH of the following are submitted to the Parks & Recreation Department:

• A completed application form

• A copy of your current Certificate of Liability Insurance, in the amount of at least $100,000 per occurrence / $300,000

  aggregate, stating the hang location (Broadway or Burlingame Avenue), the dates the banner will be hung and the event date.  

  An ENDORSEMENT must be attached naming the City of Burlingame, its officers, officials, employees and volunteers as

  ADDITIONAL INSURED and that this is the PRIMARY insurance, in first position. 

2.
Banners shall be scheduled to be hung on Broadway or Burlingame Avenues on a first-come, first-scheduled basis.  City departments may apply for a permit up to 11 months in advance of the HANG date.  Burlingame non-profit organizations conducting an event open to the public within the City limits advertising a specific event day, may apply for a permit up to 6 months in advance of their HANG date.  No other types of activities will be given banner permits. There will be no priority given to any organization, regardless of past participation. 

3.
The City reserves the right to pre-empt any scheduled banner hanging.

4. Banners are limited to no more than fourteen (14) consecutive days of hang time. 

5.
To accommodate the work schedule of the Parks Department, banners will be hung and removed on Tuesdays.  If unforeseen conditions arise, banners will be hung and removed as close to the scheduled dates as possible. 

6.
As banners are hung and removed on Tuesdays, the banner MUST BE delivered to the Burlingame Recreation Center by the Friday BEFORE the scheduled hang date.  The banner must then be picked up by the Friday AFTER the scheduled date.  Due to limited storage, banners may be disposed of if the applicant fails to pick the banner up  within 14 days of removal.

7. Banners must meet the construction criteria listed below. 

Construction  Criteria

1.
Banner must be made out of a substantial canvas, vinyl, or nylon and should be double faced for best exposure, so it can be viewed from both directions of the street.  

2. Finished banner shall be no larger than 30 feet wide by 4 feet tall.  Overall length of rope and banner combined shall not be less than 90 feet, which includes one length of 3/8” diameter polypropylene rope, 30 feet of which extends from each corner, top and bottom, as well as the 30 feet of rope that is encased in the top and bottom of the banner itself.

3.
Two  90-foot lengths of  3/8" diameter polypropylene rope MUST BE sewn into the top and bottom edge of the banner. 

4.    Four or five wind flaps spaced not more than 4 feet apart shall be cut in the banner.  More may be added if desired.

5.
Metal grommets shall be placed at each corner of the banner, as well as along the top of the banner, spread out every 18 inches.  Grommets will be a minimum 3/8” inside diameter. The lower edge of each grommet must be no more than 1-1/2" below the top of the banner. No extensions, attachments and/or hooks in lieu of grommets will be allowed.

6. Banner shall not weigh more than 25 pounds.

7. If the banner is not constructed correctly, the City reserves the right to decide it WILL NOT be hung. If an inferior banner tears, it will be removed and WILL NOT be RE-hung.

8. [image: image2.wmf]Please limit your request to ONCE A YEAR so that all groups have an equal opportunity to advertise their event.  If for some reason you need to cancel your reservation, please notify Carol Nowlin as soon as possible at (650) 558-7304. 
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90 foot minimum



(including banner and ropes) 











Lowest edge of grommets must be no more



than 1.5 inches below top of banner and 18” apart



 (remember to include wind flaps)



Banner length = 30 feet maximum











3/8” rope















3/8” rope
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30 feet of rope











30 feet of rope
















