
CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

 

 

CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 
No guarantee of sole use of park or City property 

NAME: 

ADDRESS:  

PHONE:  CELL PHONE #/EMERGENCY # 

TYPE OF EVENT:   NUMBER OF ATTENDEES:  

DATE AND TIME OF EVENT: 

WILL INFLATABLE GAMES BE USED?   Yes    No   If yes, complete Inflatable Games Permit 

WILL A TENT BE USED OR SET UP?   Yes    No   If yes, complete Canopy - Tent Permit     

WILL A GRILL BE USED?   Yes    No   

REQUEST USE OF: 
ROBERTS PARK JAYCEE PARK  CENTRAL PARK 

Shelter   Restrooms  Gazebo 

Band Shell N. Shelter GUADALUPE PARK 

DAVIS PARK W. Shelter Gazebo 

BAISH PARK EAGLE DRAW PARK 

OTHER (Specify) 

NOTE:  NO ALCOHOLIC BEVERAGES WILL BE SERVED ON CITY PROPERTY 

REQUIREMENTS:   (Fees must be paid in advance of use) 
  BARRICADES ($30 per location) 
  CONES ($5.00 per 10 cones) 
  LARGE POWER SUPPLY – 1 available (Jaycee and Roberts Park) $50 
  SMALL POWER SUPPLY – 3 available (Jaycee and Roberts Park) $35 
  EXTRA DUMPSTERS - $25 each 

____   ELECTRICITY 
  POLICE ASSISTANCE (Applicable fees applied) 
 STANDBY FIRE/AMBULANCE ($145 first hour, $108 second hour, and $27 each fraction thereof) 

$ TOTAL COST FOR USE OF FACILITIES (There will be a $200 cap on fees) 
     (Cap excludes Police Assistance and Fire/Ambulance Service Fees) 

**IF REQUESTING A WAIVER OF FEES, THE SPONSORING AGENCY MUST BE A GOVERNMENT ENTITY AND MUST SIGN 
BELOW STATING THAT THEY ARE THE SPONSORING AGENCY 

 (Signature of Government Entity Representative and Name of Entity) 

       THE CITY OF ARTESIA NEW MEXICO 
511 W. Texas Avenue  (575) 746-3593    Mayor
P.O. Box 1310  (575) 746-2122    City Clerk
Artesia, NM  88211-1310 (575) 746-3886     Fax



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

Approval contingent upon receipt of all applicable fees, licenses and department approvals 

If you are requesting a street closure, indicate which street(s) and where you are requesting the barricades be placed.  City 
personnel are not responsible for setting up and taking down of the barricades or equipment for the event.  Note:  city 
personnel must have 48 hours notice on placement of equipment. 

*Proof of insurance coverage may be required

I have read the foregoing and fully understand that this is a binding Agreement between the undersigned 
and the City and I understand and agree to clean the facility I/we plan to use 

Printed Name Signature 

Date 

*INSURANCE REQUIREMENTS:  Sponsoring organization must provide to the office of the City

Clerk/Finance Director an insurance certificate, 10 days prior to event, with the City of Artesia, New Mexico

and other applicable parties shown as Additional Named Insured.  Minimum coverage to be as follows:

$1,000,000 Liability; $1,000,000 Bodily Injury.



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

CITY OF ARTESIA, NEW MEXICO 
P.O. Box 1310 

511 W. Texas Avenue 
Artesia, NM  88211-1310 

(575) 746- 2122

WAIVER, RELEASE, AND INDEMNITY 

In consideration for the approval of the Request to Use City Facilities (copy of request is attached), 

I, , the 
(title) 

of , for good and valuable consideration,  do hereby 
        (Name of Individual, Company or Organization) 

irrevocably agree to the following: 

Waiver and Release of Liability and Indemnity Agreement 
Waiver of Liability 

To save, hold harmless, release from liability, and fully indemnify the City of Artesia, New Mexico, its officials, 
employees and their insurers (collectively “City”) from all death, injury, loss, claims, or damage (including, but not 
limited to, reasonable attorney's fees and costs and expenses of litigation) which may occur to any person or 
property as a result of the use or occupancy of the City Facilities and/or Premises, or which otherwise may 
accrue as a result of such use or occupancy, and hereby additionally waive and release the City from all such 
claims which may occur at any time as a result of the use or occupancy of the Facilities and/or Premises, and 
without respect to the identity of such person or persons affected by such death, injury, loss, claims, or damage, 
except only in the event that such occurrence shall be caused by the willful acts or omissions or gross 
negligence of the City. 

I hereby further assume all of the risks of conducting this event and occupying and/or utilizing the City Facilities and 
premises.  I further recognize that I and all attendees which may utilize the City Facilities and premises must abide by all 
rules and regulations for use of City Facilities/Property, and/or any other lawful order or directive of any City employee or 
official. 

I have read the foregoing and fully understand that this is a binding Agreement between the undersigned 
and the City. 

Printed Name Signature 

Date 



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

CITY OF ARTESIA, NEW MEXICO 
P.O. Box 1310 

511 W. Texas Avenue 
Artesia, NM  88211-1310 

(575) 746- 2122

CARNIVAL RIDES/INFLATABLE GAMES PERMIT 

Per the State of New Mexico Regulation & Licensing Department Carnival Ride Insurance Program all rides, as 
described by this program, must be inspected and certified annually 

No carnival ride/Inflatable Game can be operated before being certified by the NM Carnival Ride Insurance 
Administrator  

State of New Mexico Regulation and Licensing Department  

2550 Cerrillos Road, 3rd Floor, Santa Fe, NM 87505  

Phone: (505) 476-4853 Office Hours: 8:00 AM – 5:00 PM  

Website: http://www.rld.state.nm.us/construction/Carnival_Ride_Insurance_Program.aspx 

 A copy of General Liability Insurance in the amount of $1,000,000 naming City of Artesia as an additional 
insured  

 Carnival Ride Insurance Program Certificate Issued by the NM Regulation & Licensing Department 

I hereby understand that in order to utilize Inflatable Games I have provided the items described above before occupying 
and/or utilizing the City Facilities and premises.   

I have read the foregoing and fully understand that this is a binding Agreement between the undersigned 
and the City. 

Printed Name Signature 

Date 



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

 NEW MEXICO REGULATION AND LICENSING DEPARTMENT 
CARNIVAL RIDE INSURANCE PROGRAM 

2550 CERRILLOS ROAD, 3RD FLOOR 
SANTA FE, NEW MEXICO  87505 

TELEPHONE: (505) 476-4853 ▪ FAX: (505) 476-4619 
    http://www.rld.state.nm.us/construction/Carnival_Ride_Insurance_Program.aspx 

CARNIVAL RIDE INSURANCE SAFETY PROGRAM 
STATE OF NEW MEXICO 

CONTINUOUS AIRFLOW INFLATABLE AMUSEMENT SAFETY 
               STANDARDS AND GUIDELINES 

Portable, or air supported amusement rides, have become a common and popular form of entertainment for 
children in the Amusement Ride Industry. These portable, or air supported amusement rides, have alternative 
names or identifications, such as “Funhouses” or “Jump houses”, but amount to a structural and mechanical 
system that employs a high-strength fabric or treated surface that achieves its strength, shape or stability by pre-
tensioning the structure with internal air pressure or inflation.  

The Regulation and Licensing Department is providing Notice that portable or Air Supported amusement rides 
are subject to the requirements of the Carnival Ride Insurance Act and are also subject to common sense 
standards or guidelines, to ensure public safety and confidence in ride operation. These safety standards and 
guidelines are as follows: 

1. Anchors: Anchoring Inflatable amusement rides are required to be anchored per manufacturer’s
specifications, which includes all anchor points, unless otherwise designated and approved by the
inflatable amusement manufacturer. Remember to secure with stakes, weight or an anchoring devise that
meets, or exceeds, the requirements of the manufacturer, whether for indoor or outdoor operation.

2. Tethering devises:  Inflatable Amusements are required to be tethered as per manufacturer’s
specifications or directions. Tethering includes securing the inflatables at all elevated points where a
tether can be attached to the outside of the inflatable.

3. Take into account hazards or dangers: Inflatable amusement operations, whether indoors or outdoors,
must take into account all hazards or dangers, whether manmade or naturally occurring circumstances.
Inflatable amusements should not be set-up where there are overhead power lines or there is danger in
the inflatable amusement operation due to fire or electrical shortages, or overloads, regarding cord, plug,
wiring or improper electrical grounding procedures. Natural hazards due to high velocity winds, or other
severe inclement weather consideration, must be factored into the inflatable amusement operation to
avoid unstable, or even “fly away”, inflatable amusement operations, where the incident of injury or
harm to others is present.

4. Maintenance: Inflatable amusement operation must be free of rips, tears, separation or torn seams, or
damage or impairment to blowers, baffles or to inflation tubes and are to be otherwise in good working
order. In particular, attention should be directed to repairing or replacing worn or torn slide surfaces or
at portable impact surface points, especially at entrance or exit locations.

Questions regarding the safe operation of inflatable amusement rides should be directed to the Program
Administrator, Regulation and Licensing Department, at (505) 476-4853, or via email at
paulina.robinson@state.nm.us.

http://www.rld.state.nm.us/construction/Carnival_Ride_Insurance_Program.aspx
mailto:paulina.robinson@state.nm.us


CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

    Artesia Fire Department 
    3300 W. Main Street – Suite F 

   Artesia, NM 88210 
(575) 746-5051

Application for 
Canopy Tent      Event Permit 

Permit No. __________ 

A SITE PLAN IS REQUIRED SHOWING WHERE THE TENT/EVENT WILL BE SET UP AND ALSO 
THE DIMENSIONS OF THE TENT  

IF YOU ARE LEASING YOUR BUSINESS SPACE, WRITTEN PERMISSION FROM YOUR LANDLORD 
IS REQUIRED. 

TENTS OR CANOPIES IN EXCESS OF 400 SQUARE FEET SHALL REQUIRE A PERMIT AND AN 
INSPECTION BY A FIRE OFFICIAL.  

APPLICANT __________________________________________ PHONE #___________________  

ADDRESS________________________________________________________________________ 

REASON FOR TENT/EVENT/CANOPY_______________________________________________ 

DATES: FROM ______________________________   TO _________________________________ 

HOURS OF OPERATION ___________________________________________________________ 

WILL FOOD BE COOKED OR SERVED? ________ YES ________ NO  

WILL THERE BE ELECTRICITY REQUIRED? _______ YES _______NO 
 (Exterior grade extension cords are required for any use outside) 

SIGNATURE OF OWNER/AGENT ___________________________________________________ 

� Permit Granted Date Permit Issued ________ Issued By ___________________ 
� Permit Denied Remarks ____________________________________________ 



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

Canopy / Tent Requirements 

Provide the following information to the Fire Department before a permit can be issued: 

• A site plan drawn to scale showing the location and size of the canopy / tent in regards to the building and other
canopies / tents. The tent shall not obstruct any accessible parking spaces, fire lanes, fire hydrants or fire
department connections.

• A flame resistant certificate per NFPA 701 or ASTM E 84 by an acceptable testing laboratory.

• A note on the submitted plans stating, “No smoking, no fireworks, no open flames or devices emitting open flame
or fire will be used in the canopy / tent.”

• A note on the submitted plans stating “a 4A 60BC fire extinguisher (or equivalent) will be provided and mounted
no higher than 48” above finished floor to the handle.”

• Number (#) of canopies / tents and their sizes.

• If you are using a tent with the side down, defined exits shall be required to be shown on the plans based on the
number of attendants.

• Occupant load signs will be printed by the Fire Department and placed at the tent entrances / exits.

Below are the Code sections from the 2009 International Fire Code for reference only. 

2403.8.1 Access. Fire apparatus access roads shall be provided in accordance with Section 503. 

2403.8.2 Location. Tents, canopies or membrane structures shall not be located within 20 feet (6096 mm) of lot lines, buildings, other tents, canopies 
or membrane structures, parked vehicles or internal combustion engines. For the purpose of determining required distances, support ropes and guy 
wires shall be considered as part of the temporary membrane structure, tent or canopy.  

2. Membrane structures, tents or canopies need not be separated from buildings when all of the following conditions are met:
2.1. The aggregate floor area of the membrane structure, tent or canopy shall not exceed 10,000 square feet (929 m2).
2.2. The aggregate floor area of the building and membrane structure, tent or canopy shall not exceed the allowable floor area including
increases as indicated in the International Building Code.
2.3. Required means of egress provisions are provided for both the building and the membrane structure, tent or canopy, including travel
distances.
2.4. Fire apparatus access roads are provided in accordance with Section 503.

2403.9 Anchorage required. Tents, canopies or membrane structures and their appurtenances shall be adequately roped, braced and anchored to 
withstand the elements of weather and prevent against collapsing. Documentation of structural stability shall be furnished to the fire code official on 
request.  

2403.12.5 Aisle. The width of aisles without fixed seating shall be in accordance with the following: 
1. In areas serving employees only, the minimum aisle width shall be 24 inches (610 mm) but not less than the width required by the number
of employees served.
2. In public areas, smooth-surfaced, unobstructed aisles having a minimum width of not less than 44 inches (1118 mm) shall be provided from
seating areas, and aisles shall be progressively increased in width to provide, at all points, not less than 1 foot (305 mm) of aisle width for
each 50 persons served by such aisle at that point.

2403.12.6 Exit signs. Exits shall be clearly marked. Exit signs shall be installed at required exit doorways and where otherwise necessary to indicate 
clearly the direction of egress when the exit serves an occupant load of 50 or more.  



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

2403.12.6.1 Exit sign illumination. Exit signs shall be of an approved self-luminous type or shall be internally or externally illuminated by 
luminaires supplied in the following manner:  

1. Two separate circuits, one of which shall be separate from all other circuits, for occupant loads of
300 or less; or
2. Two separate sources of power, one of which shall be an approved emergency system, shall be provided when the occupant load exceeds
300. Emergency systems shall be supplied from storage batteries or from the on-site generator set, and the system shall be installed in
accordance with the ICC Electrical Code.

2404.3 Label. Membrane structures, tents or canopies shall have a permanently affixed label bearing the identification of size and fabric or material 
type.  

2404.4 Certification. An affidavit or affirmation shall be submitted to the fire code official and a copy retained on the premises on which the tent or 
air-supported structure is located. The affidavit shall attest to the following information relative to the flame propagation performance criteria of the 
fabric:  

1. Names and address of the owners of the tent, canopy or air-supported structure.
2. Date the fabric was last treated with flame-retardant solution.
3. Trade name or kind of chemical used in treatment.
4. Name of person or firm treating the material.
5. Name of testing agency and test standard by which the fabric was tested.

2404.6 Smoking. Smoking shall not be permitted in tents, canopies or membrane structures. Approved “No Smoking” signs shall be conspicuously 
posted in accordance with Section 310.  

2404.7 Open or exposed flame. Open flame or other devices emitting flame, fire or heat or any flammable or combustible liquids, gas, charcoal or 
other cooking device or any other unapproved devices shall not be permitted inside or located within 20 feet (6096 mm) of the tent, canopy or 
membrane structures while open to the public unless approved by the fire code official.  

2404.11 Clearance. There shall be a minimum clearance of at least 3 feet (914 mm) between the fabric envelope and all contents located inside the 
tent or membrane structure.  

2404.12 Portable fire extinguishers. Portable fire extinguishers shall be provided as required by Section 906. 

2404.15.6 Outdoor cooking. Outdoor cooking that produces sparks or grease-laden vapors shall not be performed within 20 feet (6096 mm) of a 
tent, canopy or membrane structure unless approved by the Fire Code Official. 



CITY OF ARTESIA 
REQUEST FOR USE OF FACILITIES 

This section to be completed by City staff 

Review and comment by POLICE DEPARTMENT:   Commander Horrell   575-746-5045 

Fire Chief Hope 746-5050   or Review and comment by FIRE DEPARTMENT:  

Fire Marshal Harvey 575-746-5050 

Review and comment by INRASTRUCTURE DEPARTMENT:   

Jimmy Bustamante  575-748-8812 *(only if needing additional dumpsters) 

Richard Acosta  575-748-0279 (leave message)        

Byron Landfair  575-746-9821 

Review and comment by FINANCE DEPARTMENT:  Summer Valverde 575-748-8284 
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