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STATE OF NEW YORK 

OFFICE OF GENERAL SERVICES 

EMPIRE STATE PLAZA 

ALBANY, NY 

APPLICATION FOR PUBLIC ASSEMBLY PERMIT 

(9 NYCRR SECTION 301.6) 

1. Formal Name of Organization or Individual (Applicant): 2. Date of Application: 

3. Organization Address: 4. Telephone: 5. Fax:

6. Name of Assembly Leader: 7. Telephone: 8. Cell Phone:

9. Assembly Leader’s Address:

10. Date of Event: 11. Day of Week: 12. Start Time: 13. End Time: 

14. Nature of Event (Describe Activity): 15. Have you filed a permit previously?  If so, please indicate date and name of 

permit: 

16. Location of Event: 17. How many participants will your event attract?
*If over 5,000 participants, a Permit 18 is required.  See below.

18. Estimated Number of Buses:

19. Are any of the following police services required at the public assembly?

Traffic Control  If yes, explain 

Crowd Control  If yes, explain 

20. What equipment and supplies will you have on site?

Signs, Placards 
Podium 

Portable Sound System 

Chairs, Quantity _____ 

Banners, Size _____  Quantity _____ 
Other, Indicate Below 

Generator 

Tables, Quantity _____

Lighting Equipment

Distribution of Literature Portable 

Restrooms, Quantity _____

20a. Please provide the company name and contact information for the company providing these items: 

21. Limited on-site power is available (110V).  Will you be requesting use of this service?
Yes No 

22. Will Volunteers be utilized to provide support at this assembly?
Yes No How Many? _____ 

22a. If yes, how will they be identified?

Hat - Color_____ 

23. Name of Volunteer Coordinator: Address: Phone: 

24. Is there a reasonable possibility that a person(s) or organization may wish to disrupt your activity?  If so, explain:

This completed form should be submitted to the NYS-OGS Convention & Cultural Events, ESP Concourse Room 130, Albany, NY 12242.  Provisions relevant 

to the application procedure are located in Part 301 of Title 9 of the New York Code of Rules and Regulations.  Excerpts from Part 301 can be found on the 

following page of this Application. 

Final approval is contingent upon the return of this application at least 30 calendar days prior to the date of proposed public assembly.  

Date Assembly Leader’s SignatureAssembly Leader's Name and Title (print)

*Pursuant to Part 18 of Title 10 of the New York Code of Rules and Regulations, any public event likely to attract 5,000 or more participants also requires a permit
issued by the Department of Health, and any approval of this Application will be contingent upon securing such a Health Department Permit. 

PUBLIC HEALTH, SAFETY OR WELFARE MEASURES 

Persons or organizations applying for permits to demonstrate on State property, when the expected attendance in relation to the capacity of the desired venue raises 

public health, safety or welfare concerns, as reasonably determined by the Commissioner, may be required to provide at their own expense such services or facilities 

as may be required in the reasonable discretion of the Commissioner, to facilitate the safe conduct of the demonstration.  Services or facilities may include, but shall 

not be limited to: security measures, first aid facilities, portable toilet facilities, trash containers, trash removal, cleanup, supply of electricity and connectivity thereto.

Commercial vendors are prohibited from entering unto State property and providing goods or services in support of a public assembly absent the issuance 
of a separate permit agreement by the NYS Office of General Services.

T-Shirt - Color _____ Badge - Color _____ Other:

Insurance:  The named insured on the Certificate of Insurance must match the organization or individual/applicant listed in Box 1 on this form.
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EXCERPTS FROM NYCRR PART 301 

Section 301.6 Procedures for application to use State Property for Public Assembly. 

a) Requests to use State Property for Public Assembly shall be made by Applicant in the form prescribed by the Commissioner at least thirty calendar days prior 

to the requested use date. The application must be signed by the applicant or an authorized officer thereof and must set forth the name of the Applicant, the 

proposed date, time, duration, nature and location of the planned activity, a thorough description of the activity, an estimate of the expected attendance and a 

description of any facilities to be provided by the Applicant or requested to be provided by the Commissioner in support of the activity. The Office shall 

respond to timely filed applications not later than five days prior to the requested use date. The Commissioner may, upon good cause shown, waive time 

limitations for issuance of a permit for Public Assembly.

b) Every Applicant shall obtain insurance coverage in accordance with the requirements of Section 301.4(d) of this Chapter [See below for provisions of 

Section 301.4(d)] unless granted a waiver by the Office. An Applicant may request and will be granted a waiver from this insurance requirement where they 

can satisfactorily demonstrate that (i) an event is protected under the First Amendment of the United States Constitution and (ii) such insurance is either so 

financially burdensome or otherwise unobtainable, so as to preclude the Applicant from conducting the event.

c) The Commissioner reserves the right to require special facilities be provided at the Applicant’s expense. Such facilities may include, without limitation, special 

security measures, first aid facilities and adequate portable toilet facilities. Participants must also comply with all applicable State and local health laws and 

regulations. 

d) A Public Assembly may be held only in the area indicated on the permit and during such dates and times and in such a manner as authorized by the permit.

e) If an application is denied, the Applicant will be informed in writing of the reason(s) for the denial, and will be advised that the denial may be appealed by 

written request to the Commissioner submitted within fifteen days of receipt of notice of such denial. The Commissioner may reverse, affirm or modify the 

original determination. The Commissioner’s written determination on the appeal shall be provided no later than twenty-four hours prior to the requested event 

time. 

f) In reviewing applications for Public Assembly or denials thereof, the Commissioner may consider the availability of alternative times, dates, locations or 

manners for the conduct of such activity.

g) The Commissioner may revoke a permit at any time upon the grounds set forth in Section 301.7.

Section 301.7 Right to decline an application. The Commissioner reserves the right to decline any application for use of State Property when such use would be 

detrimental to or would adversely affect the condition of the State Property, would restrict the normal conduct of State operations, or would present a clear hazard to 

persons or property. Additionally, an application may be denied for any of the following reasons: 

a) A prior application for a permit for the same time and general location has been or will be granted and the activities authorized by that permit do not reasonably 

allow multiple occupancy of that particular area; or

b) the application, including any required attachments and submissions, is not fully completed or executed; or

c) the Applicant has failed to obtain required insurance or insurance waiver; or

d) the application contains a material falsehood or misrepresentation; or

e) the Applicant is legally incompetent to contract or to sue or be sued; or

f) the Applicant or the person on whose behalf the application for permit was made has on prior occasions damaged State Property, or has outstanding debts to 

the State; or 

g) within the preceding four years, the Applicant has violated a material term or condition of a State use permit, or any law, ordinance, or regulation relating to 

the use of State Property; or

h) the use or activity intended by the Applicant conflicts with programs sponsored by the Commissioner and scheduled for the same general location and all or a 

portion of the same time; or 

i) the Applicant’s intended use or activity is inconsistent with the designated purpose of the specific location requested; or

j) the location requested is not suitable for the intended use or activity because of its special nature; or

k) the use or activity intended would unreasonably interfere with the enjoyment of the location by others; or

l) the number of persons engaged in the event exceeds the number that can reasonably be accommodated in the particular location; or 

m) the use or activity intended by the Applicant is prohibited by law or by this part.

Section 301.8 Right to limit use due to unforeseen circumstances. The Commissioner reserves the right to limit the use of State Facilities, at any time, due to unforeseen 

operational requirements. 

Section 301.9 Scheduling, Cancellation, Consistency with Application.  Facility Managers shall be responsible for the scheduling of use of State Facilities. Planned 

events must be conducted within approved parameters, including but not limited to described use, time frames, physical areas and any conditions imposed by the 

Commissioner. Events or activities inconsistent with approved parameters constitute a violation of this part and may be subject to termination. Approval of an event does 

not constitute an endorsement by the State and the Commissioner may require that an Applicant include appropriate disclaimers in its materials or publications. The State 

shall not be responsible for any loss or damage to personal property or for personal injury that occurs on State Property provided, however, that this subdivision shall not 

preclude the Commissioner from consideration of a claim for property damage or personal injury pursuant to Section 8 (12-a) of the State Finance Law. 

Section 301.4(d) 

.  .  .  .  .  

d) Insurance. Insurance requirements are established to provide adequate funding for the indemnification of the State of New York and the Office for claims of 

bodily injury or property damage arising out of or in any way connected with use of State Facilities as provided herein. It is the policy of the Office of General 

Services to require commercial general liability insurance with limits of not less than $1,000,000 per occurrence, $2,000,000 in the aggregate, naming the 

People of the State of New York and the Office of General Services, as additional insureds. A certificate of insurance in a form acceptable to the Commissioner, 

naming the State as an additional insured, must be delivered to the Commissioner prior to the commencement of any event. Alternate arrangements may be 

made for self-insured governmental entities upon prior approval of the Commissioner, provided that comparable financial security is secured. 
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