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Partner Meeting 2020
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Introductions!
-Your name
-Your organization
-What’s your favorite public space in NYC? 
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1
2019 Wrap Up
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2019 Weekend Walks Summary

112 Car-free Events
53 Community Partners

20 Miles Car-Free Streets

545 Hours Car-Free Streets
300,000+ Visitors Across Events

4,000,000 ft2 Car-Free Streets
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WEEKEND WALKS EVENTS 
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Borough Number of Events

Brooklyn 46

Manhattan 24

The Bronx 20

Queens 16

Staten Island 6

BROOKLYN

QUEENS

MANHATTAN

THE BRONX

STATEN ISLAND
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Jamaica Ave, Queens
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Bogart St, Brooklyn
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Castleton Ave, Staten Island
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2
2020 Weekend Walks
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2020 Weekend Walks Program 

150 Car-free Events
68 Community Partners

20+ Miles Car-Free Streets



nyc.gov/dot 11

Borough Number of Events

Brooklyn 57

Manhattan 37

Queens 31

The Bronx 17

Staten Island 7

2020 Events

BROOKLYN

QUEENS
MANHATTAN

THE BRONX

STATEN ISLAND
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WHAT ARE WEEKEND 
WALKS?

− Multi-day, multi-block 
temporary street 
closures

− Promotes streets as 
programmable public 
space

− Supports local 
businesses and 
community based 
organizations
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Woodside Ave, Queens
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The Basics

WHAT ARE WEEKEND 
WALKS?

− Pedestrianized, 
commercial street

− NO exchange of money 
of any kind (cash, 
credit cards, bitcoin, 
etc.)

− Retail + restaurants al 
fresco

− Programming
− Cross streets remain 

open to traffic
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Vernon Blvd, Queens
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New Dorp Ln, Staten Island
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WHO DOES WHAT?

NYCDOT
− Provide limited funding
− Deliver moveable furniture and 

other amenities
− Programming opportunities 
− Support as needed

Partner
− Dialogue with CB, NYPD, and 

other city agencies about events
− Apply for SAPO Permit 
− Provide licenses, site plans, run 

of show, agreement, invoices, 
etc. per DOT/SAPO deadlines

− Promote events at the local level
− Execute events
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Partner Agreement 
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− Agreement with DOT to execute 
events

− Ability to include sponsorships (with 
DOT approval)

− Includes additional required city 
forms (financial, etc.)
− Fill out very carefully + accurately!
− Agreement must be notarized

− All Partner Agreement Packets 
are due by March 13th, 2020 
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Partner Agreement 
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W-9 Form
− Request for Taxpayer 

Identification Number and 
Certification 

− DO NOT SEND IRS W-9

Doing Business Data Form
− If never completed before, must 

fill out entire form 
− Only make revisions if there 

have been changes in your 
organization’s personnel
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Partner Agreement 
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− Event titles must include “Weekend 
Walks”

− Must feature the WW logo (provided 
as .jpg or .ai)

− Partner sponsors subject to DOT 
approval

− Sponsor recognition no more than 
10% of visible area 

− No tobacco or alcohol sponsorship 
− No advertising 

Sponsorships WW logo

Event info

Graphic

Sponsors
(no more than 
10% of visible 

area)

Media Example
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Havemeyer St, Brooklyn
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3
SAPO Permits
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Getting a SAPO Permit

SAPO APPLICATION AND 
VENDOR LIST GUIDE

− Info on applying for a 
SAPO permit, 
completing a vendor list

− Use this as you apply for 
permit and fill out 
vendor list

− Permitting questions 
directed to SAPO
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Getting a SAPO permit
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− Fee waiver code to be provided
− Use the provided application 

guide
− You are the applicant 
− DOT as Event Sponsor, you are 

Event Producer
− Different locations, different 

SAPO application
− Questionnaire—fill out carefully!

E-Apply (nyc.gov/cecm) 
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Additional permitting needed for:

* No need to provide 
physical DOHMH 
licenses to SAPO

*
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Site Plan

GETTING YOUR SAPO 
PERMIT

− Template provided—you 
are required to use 
DOT templates

− Must provide + clearly 
indicate a 15’ 
emergency lane

− Any and all activites 
must be reflected

− Provide vendor list that 
matches site plan
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Vendor List

GETTING YOUR SAPO 
PERMIT

− Comprehensive list of 
all vendors featured at 
your event

− Completed only using 
online SAPO database

− Site plan and vendor 
list spot numbers must 
match

− Provide permit/tax ID 
where applicable

− Use SAPO application 
guide for step x step
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Run of Show (ROS)

GETTING YOUR SAPO 
PERMIT

− Put on your organization’s 
letterhead (include SAPO ID #)

− An hour by hour breakdown of 
event

− Must reflect set up + break 
down times

− Include event name, date(s), 
time, location
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Insurance
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− Insurance is partner’s responsibility  
− Provide ACORD certificate to SAPO
− Policies must include: 

− $1 million general liability policy 
− Names City of NY as additional insured:

City of New York/CECM SAPO
253 Broadway, 6th Floor
New York, NY 10007
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Story Ave, The Bronx
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4
Financial Information 
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Partner Funding Reimbursements 

Need to know:
− Scalable by # blocks and days
− Funding can be applied to wide 

variety of uses to accomplish 
event production

− MUST use DOT-provided invoice 
templates 

− Maintain a record of all receipts, 
invoices, etc. in case of audit 
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$$$ Getting Paid $$$ - Invoicing 

Invoicing DOT after your events 

− 100% reimbursement after your final 
event

− Must use DOT template provided to you
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Submit agreement 
paperwork to 
generate PO

Host your events Submit invoice 
after final event
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$$$ Getting Paid $$$ - Invoice Template
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Invoice Packet
− 100% reimbursement after final event
− Event Description in 1- 2 paragraphs
− 8 images from Event
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Seneca Ave, Queens
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5
Programming and Activations 
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PUBLIC SPACE 
ACTIVATIONS CATALOGUE

– A new resource for 
2020!

– Comprehensive guide 
of 100+ activation 
opportunities for your 
events 

– In most cases, 
partners must fund 
their own activations

– Release in late March
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NYCDOT Programming Opportunities 
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These partners will reach out to you directly in 2020
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Other City Agency Programming Opportunities
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We are trying to establish contacts – more details to come
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SERVING ALCOHOL 
AT EVENTS

– Existing establishments 
with SLA licenses may 
temporarily extend into 
street/sidewalk

– Complete all necessary 
paperwork well in 
advance 

– Must provide to SLA 
30+ days before event

– Please reach out if your 
event will feature 
alcohol 
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Additional permitting needed for:

* No need to provide 
physical DOHMH 
licenses to SAPO

*
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5
Promoting Events
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PRINT AND DIGITAL MEDIA SUMMARY

46

Media Quantity Dates

Time Out New York 1 - Full Page, Color 
Insertion April

Metro 8 -1/2 Page, Color 
Insertions April to June

LinkNYC 1,746 Screens Run 
of Network 5/1 - 6/30

Whitehall LED 1 Screen 5/1 - 6/30

Bus Shelters 75 Posters Citywide 5/6 - 6/23

Social Media Weekly posts April to December

Subway Ads TBD TBD
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PARTNER PRODUCED MEDIA

− Partners include Weekend Walks and 
NYCDOT logos on promotional materials

− Provided with .AI, JPEG, and PNG logo files
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PROMOTING YOUR EVENT
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− Use print, social, + 
digital media
− Tag @nyc_dot
− #weekendwalks

− All promo materials 
must include 
Weekend Walks 
and NYCDOT logo

− Send to DOT for 
review before 
publicizing 



nyc.gov/dot

6
Next Steps
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Start outreach now! 

PLANNING

− Community Outreach
− NYPD
− Community Board
− Local businesses and 

institutions
− Local organizations, non 

profits, activations partners, 
etc.

− Outreach is an opportunity 
to invite the community to 
participate 
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6th Ave/St. Marks Place, Brooklyn 
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The Day Of

EVENT LOGISTICS 

− Furniture
− DOT delivers day of
− Colorful tables/chairs
− 6’ tables
− Treat with care!

− Trash
− Coordinate with DSNY 

or private hauler 
− NYPD Barricades

− Delivered night before 
(typically)
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Eldridge St, Manhattan 
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WEEKEND WALKS — 2020 TIMELINE
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March 3rd

March 11th

Partner 
Meetings

March 18th

SAPO Application 
Deadline

December 6th

Final Weekend 
Walks Event

March 13th

All agreements 
due

April 19th

First Weekend 
Walks Events

All deadlines will be strictly enforced!
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Next steps

WEEKEND WALKS

− Partner Agreement by 
3/13

− Apply for SAPO permit –
provide SAPO ID # to DOT

− Begin dialogue with 
NYPD, CB, + businesses

− Deadlines will be strictly 
enforced
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Woodside Ave, Queens
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E 204th St, The Bronx



WEEKEND WALKS 
TRIVIA!
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HOW MANY PLANNED EVENTS ARE THERE IN THE 
2020 WEEKEND WALKS SEASON? 

• 125
• 130
• 145
• 150
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HOW WIDE DOES AN EMERGENCY LANE NEED TO 
BE ON THE SITE PLAN AND AT AN EVENT? 

• 10’
• 12’
• 15’
• 20’ 
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HOW MANY PHOTOS MUST BE INCLUDED ON THE 
INVOICE IN ORDER TO GET PAID?

• 7
• 8
• 10
• 12 
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IN 2020, DO YOU NEED TO PROVIDE SAPO COPIES 
OF DOHMH PERMITS? 

• Yes
• No 
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WHICH GROUPS SHOULD YOU REACH OUT TO 
FIRST WHEN APPLYING FOR A SAPO PERMIT?

• NYPD and community board
• SAPO and DOT
• Businesses and community board
• FDNY and NYPD 

60
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NYCDOT Public Space Unit

Sign up for the DOT Public Space Newsletter!

Seasonal Streets StreetSeats Plaza Program

CityBench CityRacks BikeCorrals

https://www1.nyc.gov/html/dot/html/contact/email_signup.shtml


nyc.gov/dot 62

Questions? Please reach out!
kgorman@dot.nyc.gov
weekendwalks@dot.nyc.gov
212 839 7214 (office) or 646 927 9155 (cell)

THANK YOU!

NYC DOT NYC DOT nyc_dot NYC DOT

mailto:kgorman@dot.nyc.gov
mailto:weekendwalks@dot.nyc.gov
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