
  
Properties & Facilities Under the Jurisdiction of DCAS - Activity Approval 

Organization/Agency requesting permit must complete items 1 thru 14

1)       Type of Activity: 

2)       Date of Activity: 

3)       Type of Activity: From: To: 
Note: Additional two hour charge per employee for set-up and break-down at event. 

4)       Number of People Expected: 

5)       Building Activity Address:

6)       Name of Organization or agency: 

7)       Head of Organization:  

8)       Activity Coordinator:  

9)       Address:  

10)     Telephone Number:  11)     Fax Number:  

12)     E-mail Address:  

 Office of Special Events 
One Centre Street, 17th Floor South 

New York, NY 10007 
Tel (212) 386-0243 fax (212) 669-3949 

13)     

(Electronic signature of Activity Coordinator) (Date) 

By checking this box, you agree with and accept all the terms in this Activity Approval form
Organization/Agency accepts responsibility for reimbursing DCAS for any employee overtime earned during stated 
activity: 

14)

Yes No

Special Needs Request:  

FOR OFFICIAL USE ONLY 
Approved by: 

 Coordinator                                                                                                                                    (Date) 

Manager                                                                                                                                           (Date) 
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