
 

Village of Lake Orion 
21 E. Church Street Lake 

Orion, Michigan 48362 Tel 

248.693.8391 Fax 

248.693.5874 

www.lakeorion.org  

Village of Lake Orion 
EST 1859 

 

REQUIRED DOCUMENTS FOR A SPECIAL EVENT PERMIT 

AND EVENT APPROVAL PROCEDURE 

The following lists all documents required for a complete submittal of a Special Event Permit application. 

Special Events Permit 

To initiate the special event application process, event organizers must complete and sign a Special 

Events Permit Form.  The application must include a brief description and purpose of the event, the dates 

and times of the event, including setup and clean-up dates, and a complete listing of contact information 

for the event organizer. The contact person listed will serve as the emergency contact for the event. The 

contact person listed must be present at the event. If not, another emergency contact person must be 

named. 

Event Map  

The application form must be accompanied by an event map. The map must clearly show the location(s) for 

each activity during the event.  

Hold Harmless Agreement 

A Hold Harmless Agreement is included with the application form and must be completed, signed, and 

returned as part of the application package. The Hold Harmless Agreement form must include TWO witness 

names and signatures in addition to the applicant's name and signature. 

Insurance Certificate  

All sponsors of special events shall carry general liability insurance with coverage for bodily injury, death and 

property damage of at least $1,000,000 per occurrence, and $1,000,000 aggregate.  In addition, an event 

sponsor shall be required to provide a valid certificate of insurance naming the Village of Lake Orion as an 

additionally insured must be included in the application package. The insurance certificate policy must include 

the date(s) of the specified event, including set up and tear down, and the Village's address, listed as: 

Village of Lake Orion  

21 E. Church St. 

Lake Orion MI 48362 

 

Based on the nature of the event the applicant may be required to provide additional insurance.  

License Agreement (if applicable)  

A License Agreement approved by Village Council is required for all events. 
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Temporary Sign Application (If applicable)  

Special events that will be erecting temporary signage before or during the event must complete a Sign 

Permit Application. Sign regulations including exempt signage as well as temporary sign regulations are 

listed in Chapter 155 of the Village of Lake Orion Code of Ordinances found on the Village of Lake Orion 

Website at www.lakeorion.org.   The permit application can be found here on the Village's website.  Signage 

may have separate fees associated with it. 

 

Request to Use Village Equipment (If applicable)  

Special events that will require street closures or the use of other Village equipment must complete a Request 

to Use Village Equipment Form. 

 

Pre-Application Meeting 

Prior to submitting your Event Application Form, you will be required to set up a meeting with the Village 

Administration including representatives from the DPW, Fire Department, and Police Department to 

review your event.  Please contact the Village Offices at  (248) 693-8391 extension 105 or at 

events@lakeorion.org to set up an appointment. 

 

EVENT APPROVAL PROCESS 

 

Village Administration Internal Review 

Complete Application package should be submitted in person or mailed to Village Hall located at 21 E. 

Church St. or via electronic mail to the Village Office at events@lakeorion.org.  Event applications shall 

be submitted 120 days in advance of your event date.  Event review will not move forward until such 

time as all required documents for the event have been submitted. 

 

Upon receiving complete application packages, the Village administration will begin their review. The 

Police Chief, Director of DPW, Orion Township Fire Marshall, and Orion Township Building Official (as 

needed), DDA Executive Director and Events Committee Members will be notified of the event and 

asked to review the application package. The applicant will be notified of any additional items required 

for approval. 

 

Village Council Approval  

All events as require Village Council approval prior to the start of the event. The Village Council meets 

twice a month, typically on the second and fourth Mondays of each month. The applicant will be notified 

when their application will be placed on the Village Council agenda. The Village Council may approve, 

approve with conditions, deny, or table the special event request. 

 

Preparation for Event  

Upon approval, the applicant will be required to work with applicable Village departments to ensure the 

success of their event. For example, this may require working with the Police Department for  requested 

road closures and public safety measures.  
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CERTIFICATE OF COVERAGE

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND 
CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE DOES 
NOT AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW.

PRODUCER

SET SEG
1520 Earl Avenue
East Lansing, MI 48823

COMPANIES AFFORDING COVERAGE

A  MASB-SEG Property/Casualty Pool, Inc.
MEMBER

Lake Orion Community Schools
315 N Lapeer St | 
Lake Orion, MI 48362

THIS IS TO CERTIFY THAT THE COVERAGE REFERENCE NUMBER OF COVERAGE LISTED BELOW HAVE BEEN ISSUED TO THE MEMBER NAMED ABOVE FOR THE COVERAGE 
REFERENCE NUMBER PERIOD INDICATED, NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO 
WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE COVERAGE AFFORDED BY THE COVERAGE REFERENCE NUMBER DESCRIBED HEREIN IS SUBJECT TO ALL 
TERMS, EXCLUSIONS AND CONDITIONS OF SUCH COVERAGE REFERENCE NUMBERS.

CO 
LTR

TYPE OF
COVERAGE

POLICY
NUMBER

EFFECTIVE
DATE

EXPIRATION
DATE

LIMITS

A

GENERAL LIABILITY
[X] Comprehensive Form
[X] Premises/Operations
[X] Products/Completed Operations
[X] Broad Form Property Damage
[X] Personal Injury

PC-63230-2025-01 10/6/2024 10/6/2024

BI & PD COMBINED 
OCCURRENCE

BI & PD COMBINED 
AGGREGATE

PERSONAL INJURY 
OCCURRENCE

PERSONAL INJURY 
AGGREGATE

$1,000,000

$3,000,000

$1,000,000

$3,000,000

A
EXCESS LIABILITY
[X] General Liability
[X] Automobile Liability
[X] Garage Liability

PC-63230-2025-01 10/6/2024 10/6/2024
OCCURRENCE

ANNUAL AGGREGATE

$15,000,000

$15,000,000

CERTIFICATE HOLDER
Village of lake Orion
21 E Church St | 
Lake Orion, MI 48362

SHOULD ANY OF THE ABOVE DESCRIBED COVERAGE REFERENCE NUMBERS BE 
CANCELLED BEFORE THE EXPIRATION DATE THEREOF, THE ISSUING COMPANY 
WILL ENDEAVOR TO MAIL 30 DAYS WRITTEN NOTICE TO THE CERTIFICATE 
HOLDER NAMED TO THE LEFT, BUT FAILURE TO MAIL SUCH NOTICE SHALL 
IMPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE COMPANY, ITS 
AGENTS OR REPRESENTATIVES.

AUTHORIZED REPRESENTATIVE

Katie Lehman
PROPERTY/CASUALTY DEPARTMENT                                                                                                                                                                                                                 {9/18/2024}















 

 

 

 

Charter Township of Orion 
 

3365 Gregory Rd., Lake Orion MI 48359 

www.oriontownship.org 

 

Fire Department  

Phone: (248) 391-0304, ext. 2000 

Fax: (248) 309-6993 
 

 
 

August 29, 2024 

 

Village of Lake Orion 

21 E. Church Street 

Lake Orion, MI 48362 

 

RE: Homecoming Parade_2024  

 

Lake Orion Village Council, 

 

 It is the recommendation of the Orion Township Fire Department that the event, Lake 

Orion Homecoming Parade, be approved with the following conditions.  

 

1. There shall be no parking in the Fire Station parking lot or along Anderson Street. 

2. The parade route shall follow the approved map that was submitted with application.  

3. Anderson and Front Streets shall remain open. 

 

 

John Pender 
 

John Pender, Assistant Fire Chief 

Orion Township Fire Department  

 


