














Checklist for City Resources 

EVENT NAME:__​Girls on the Run 5k​___________   EVENT DATE:_____​Sunday, November 17, 2019​____________ 

EVENT START TIME/END TIME:__​2pm-3:30pm​________  **SETUP STARTS AT:___​10am​______ CLEAN UP ENDS 

AT:___​5pm​_____ 

ORGANIZER NAME:___​Girls on the Run/Dia Russell​_______ ORGANIZER PHONE:__​540-383-8340​___________ 

  

✓   ​Public Works Support 

✓   Street closures ​List streets to be closed (with start and end intersections) 

 _______​Linda Lane course​_____ from (time) __​1:30pm​_______ to ___​3:30pm​_____ 

**run registration begins at 12:30 in Skyline Middle lot, so traffic needs to be able to access and park until 30 min 

prior to race start.  

_____________________________________________________from (time)_________ to _________ 

_____________________________________________________from (time)_________ to _________ 

_____________________________________________________from (time)_________ to _________ 

_____________________________________________________from (time)_________ to _________ 

❏  “Parking is prohibited from (date/time)_____________ to ______________” 

❏  Post “no parking” signs at (time)__________on (date)____________ 

  

❏   Parking lot closures (date/time) 

City Hall Parking is prohibited between ____________________ and __________________ 

Court Square Parking is prohibited between ______________ and ____________________ 

Municipal Building Parking is prohibited between______________ and ____________________ 

Turner Pavilion Parking is prohibited between ______________ and ____________________ 

Rockingham County Admin Parking is prohibited between _____________ and ______________ 

“Jimmy Madison” Parking is prohibited between_____________ and ______________ 

Newman Ave Parking is prohibited between_____________ and ______________ 

Magnolia’s Parking is prohibited between _____________ and ______________ 

Grassy Lot Parking is prohibited between _____________ and ______________ 

Gravel Lot Parking is prohibited between _____________ and ______________ 

__​Skyline/Smithland, but not signed​_________________ Parking is prohibited between _____________ 

and ______________ 

___________________Parking is prohibited between _____________ and ______________ 

___________________ Parking is prohibited between _____________ and ______________ 

❏ Post “no parking” signs at (time)_____________ on (date)_______________ 

  

✓   Digital Message Boards 



Location/Date: ____​Linda Ln + Country Club (3 days prior- 11/14)​______________________ 

Location/Date: _______________________________________________________________________ 

  

❏   Other Signage 

Location/Date: _______________________________________________________________________ 

Location/Date: _______________________________________________________________________ 

  

✓   Barricades/Yodocks (***see map for placement) 

❏  Number of Barricades: ___​Linda Ln + Country Club +Roundabout​_________ 

❏  Number of Yodocks: _____​at all crossovers (unfilled)​_______ 

❏   Filled 

✓   Unfilled 

 

❏   ​Refuse & Garbage Removal 

❏ Roll off container 

 Location: _______________________ 

❏ Recycle Trailer 

Location:_______________________ 

  

❏   ​Flusher Truck ​(i.e. event with alcohol require the flusher truck afterwards) 

❏   ​Sweeper ​(i.e. parades require street sweeper after event) 

*Number of PW Staff: ____​2x 13hrs​_________ 

**Cost estimate for PW:__​$900-1000​__________ 

❏  ​PW Other​: 

_________________________________________________________________________________ 

✓  ​ ​Police Support 

✓   Number of officers:  __​4 officers (each end, middle and 1 roving)​________________ 

❏  Safety demo: ___________________________________________________ 

❏  Traffic Marshall Training 

✓  Number Traffic Marshalls Anticipated: ____​15-20​____________ 

❏   ​Reflective vests requested 

❏  HPD Other: 

_______________________________________________________________________ 

**Cost estimate HPD:___​$420​________ 

❏  ​ ​Fire/EMS Support 

❏  Command Post 



 Location: _______________________ 

❏ Safety demo:  __________________________________________ 

❏ Access to FDC 

 Location: ________________________________ 

 Location: ________________________________ 

❏ 20’ft fire lane access 

Location: ________________________________ 

 Location: ________________________________ 

❏  Engine 

❏  Fire Marshall 

❏  Fireworks Permit 

 Shooting Location: ___________________________ 

 

❏  Building Permit (for tents >900 ft​2​) + Inspection 

❏  Tent Inspection (for tents >400 ft​2​) 
❏  ​Fire Other: ____​**access to schools, fire lanes remain open​________________________ 

**Cost estimate HFD:__________ 
  

❏  ​HDPT Support 
❏  Routes affected: __________________________________ 

❏  HDPT Other: ____________________________________________________________________ 

**​Cost estimate HDPT:__________ 

  

ADDITIONAL NOTES: 

● volunteer traffic marshall stationed at Adams Construction--less impactful in the spring, but 

may be needed in fall  

● HPR to communicate to soccer leagues if playing Sunday.  Entrance and parking to Smithland 

fields 

 

TOTAL COST ESTIMATE:__​$1,320-1,420; organizer responsible for payment to off-duty 

officers​__________ 

  

For HDR Use Only:  

  

❏   ​Water hook up ​– Water hook-ups are only available in the Turner Pavilion & Park area 

❏  ​Electrical hook up 

❏ Courthouse 

❏ Pavilion 

❏ Park 

  

❏ Turner Pavilion & Park Rental Fees submitted  

❏ Turner Pavilion & Park Electrical Hook Up & Fees 

❏ Certificate of Insurance and Endorsement(s) submitted 

❏ ABC License submitted  




