Plan an Event




What you need to know about planning an event in the Town of Herndon:
e Venues
e Application Process and Deadlines
e Submission Requirements:
o Site Plans
o Public Safety & Security Plan
o Set-up & Clean-up Plan

o Permits & Insurance

o Noise

o Alcohol & Food

o Amusements & Entertainment

o Fees

o Cancellations & Refunds

 READY TO APPLY? Click here.


https://www.herndon-va.gov/Home/Components/FormBuilder/FormBuilder/6f71c5ad82b14134a1a15480077e0514/2882#!/

Downtown Herndon Outdoor Venues
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TOWN GREEN
777 LYNN STREET

This outdoor space is 15,295
square feet and is located
behind the Herndon Municipal
Center. This space is perfect

for outdoor concerts! There’s
an elevated covered stage
. area, a spacious lawn, and
electricity is available. This
outdoorvenue can
accommodate up to 1,020
people.

Vehicles are prohibited on

T I e * the Town Green. Restrooms

are not available. Download the Town Green Site Plan.

Please make note that the Town Green is only available to rent from April 16 through October 31.

TOWN HALL SQUARE
730 ELDEN STREET

Located directly in front of old
Town Hall and the historic
Herndon Depot, this outdoor
space can host up to 300
people. This outdoor venue

is 4,500 square feet which
includes the lawn as well as
the patio area. Electricity

is available.

There is no covered staging
area. Restrooms are not
available. Download the Town
Hall Square Site Plan.

Please make note that the Town Hall Square is only available to rent from April 16 through October 31.


https://www.herndon-va.gov/home/showpublisheddocument/18494/638507570388470000
https://www.herndon-va.gov/home/showpublisheddocument/18496/638507570416300000
https://www.herndon-va.gov/home/showpublisheddocument/18496/638507570416300000

LYNN STREET

All of LYNN STREET

Lynn Street (a one-way street),
extending from Station to
Center Streets is available for
public events.

Restrooms are not
available. Download the Lynn
Street Site Plan.

HERNDON MUNICIPAL CENTER (HMC) LOT

777 Lynn Street

Municipal Parking Lot. Restrooms are not available. Download the HMC Lot Site Plan.
LYNN STREET LOT

724 Lynn Street
Public Lot located behind Mile 20 and Dominion Animal Hospital
Municipal Parking Lot. Restrooms are not available. Download the Lynn Street Lot Site Plan.

ADDITIONAL APPROVALS

Additional approvals are needed from the Town Manager for requests that include street
closures and the rental of municipal parking lots. Additional approvals may also be
required from Town Council.

APPLYING FOR AN EVENT HELD ON PRIVATE PROPERTY

Please fill out the Temporary Use Permit.


https://www.herndon-va.gov/home/showpublisheddocument/18502/638507668699800000
https://www.herndon-va.gov/home/showpublisheddocument/18502/638507668699800000
https://www.herndon-va.gov/home/showpublisheddocument/18486/638507570204570000
https://www.herndon-va.gov/home/showpublisheddocument/18490/638507570313470000
https://www.herndon-va.gov/home/showpublisheddocument/15225/638865288276570000

Application Process

Applicants will submit Site Plans, Safety & Security Plans, and Set-up/Clean-up Plans along
with the application. There is an application fee. Applicants are responsible for procuring
the necessary permits and insurance documents for their event. There is a 50% deposit
due upon signing the contract. Please familiarize yourself with this packet of information.

FULL AGREEMENT & CONTRACT

The full agreement between the Applicant and the Town of Herndon will be captured in the
Event Facility Rental Contract which will be drafted following the approval of the
application. All financial obligations, including any authorizations by Town Council, will be
outlined.

No other agreement between the parties shall be valid.

Deadlines

The Town of Herndon will strictly adhere to the following deadlines:

EVENT DATE RANGE SUBMISSION DEADLINE

October 1 - July 1

December 31, 2025 2025
January 1 - October 1

March 31, 2026 2025
April 1 - January 1

June 30, 2026 2026

July 1 - April 1

September 30, 2026 2026

Early submission is preferable to secure your event date(s).

PAYMENTS

All fees and payments for Events may be paid here: Online Payment. Additionally, you may
pay in-person, or by mail via check/e-check. We no longer accept payment over the phone.
Payments can be mailed to 777 Lynn Street, Herndon, VA 20170

Reference payment of the Downtown Event and the name of your event.



https://townofherndonva.tylerportico.com/navigator/public/selections/navigator

Downtown Herndon Outdoor Venue Site Plans

SITE PLAN

Applicant must submit a draft site plan that includes a diagramed layout of the event.

The site plan must indicate the following:

Overall site map showing perimeter of the event facility/location/site

Location and dimensions of all temporary tents/structures and the distance from
other temporary

Tents/structures and permanent buildings within the event site boundary
Location and width of ingress/egress routes

Location of publicly accessible vehicle parking and event vehicle staging/storage
Location of display/vendor booths identified by occupant name

Location of all sanitary facilities (portalets)

Location and type of amusement devices

Location of stages, bleachers, etc.

Location of all generators and/or temporary electrical service connections

Site Plan Downloads

Town Green Site Plan

Town Hall Square Site Plan

Lynn Street Site Plan

Municipal Parking Lot Locations:
HMC Lot Site Plan
Lynn Street Lot Site Plan


https://www.herndon-va.gov/home/showpublisheddocument/18494/638507570388470000
https://www.herndon-va.gov/home/showpublisheddocument/18496/638507570416300000
https://www.herndon-va.gov/home/showpublisheddocument/18502/638507668699800000
https://www.herndon-va.gov/home/showpublisheddocument/18486/638507570204570000
https://www.herndon-va.gov/home/showpublisheddocument/18490/638507570313470000

Public Safety & Security Plan

Applicant must submit a Public Safety and Security Plan that indicates the following:
¢ Times of peak attendance
e Planto provide notification to attendees in the event of an emergency
e A map showing primary and secondary evacuation routes
e Proposed street closures with details of how to secure the street
e Planfor proposed police presence and/or security

e The town reserves the right to dictate the level of security required for the site, as
well as any necessary police presence. Outdoor locations may require additional
security measures such as barriers and fencing. The Applicant will bear the cost of
the required security measures.

e Events with 500+ people will also require a Street Closure Plan, Parking Plan and
Crowd Management Plan. If the plans required by the Fairfax County Fire Marshal
contain the same information, a copy of those plans may be submitted.

Set-up & Clean-up Plan

Applicant must submit a plan detailing set-up and clean-up of the event that indicates the
following:

Arrival time of event staff to begin set-up

e Departure time of event staff after clean-up and break down of all equipment
e Planfor removal of all trash and recycling

e Plan for removal of advertisements or signage

e Detail any request for town services (fees apply)

At the conclusion of every rental, the location is to be left in its original condition. All
trash must be properly disposed, decorations must be removed, and all items must be
returned to their original locations. Renters are responsible for set-up and break-down
of all items and equipment, unless otherwise specified by contract.



Permits & Insurance

As the event organizer, you are responsible for applying for and securing permits and
insurance. Including but not limited to a: Temporary Business license. Copies of
necessary permits and certificates of insurance will be required no later than 30 days
prior to your event date.

PERMITS
The following is not an exhaustive list, but a guide:

e Temporary Use Permit (herndon-va.gov)
https://www.herndon-
va.gov/home/showpublisheddocument/15225/637617661792170000

e Carnivals, Fairs and Festivals | Fire and Rescue (fairfaxcounty.gov)
https://www.fairfaxcounty.gov/fire-ems/fire-marshal/festival

e Health Permits for Mobile Food Service Units | Health (fairfaxcounty.gov)
https://www.fairfaxcounty.gov/health/permits/mobile-food-unit

e ABC Guidelines (virginia.gov)
https://www.abc.virginia.gov/licenses/get-a-license/banquet-licenses

e Tents | Fire and Rescue (fairfaxcounty.gov)
https://www.fairfaxcounty.gov/fire-ems/fire-marshal/tents

e Approval by NOVA Parks if the W&QOD trail will be used or
modified;https://www.novaparks.com/parks/washington-and-old-dominion-
railroad-regional-park and/or https://www.novaparks.com/sites/default/files/2022-
02/2022%20Trail-Event-Application.pdf

INSURANCE

Insurance in the amount of no less than $2,000,000 will be required for events that do not
include alcohol. If alcohol will be present at the event, general liability insurance in an
amount of no less than $5,000,000 will be required. No exceptions will be made.

Applicants must provide a Certificate of Insurance and Endorsement naming the Town of
Herndon as an additional insured for the entire event period, at least 30 days prior to the
event.


https://www.herndon-va.gov/home/showpublisheddocument/15848/637763844895600000
https://www.herndon-va.gov/home/showpublisheddocument/15225/637617661792170000
https://www.herndon-va.gov/home/showpublisheddocument/15225/637617661792170000
https://www.fairfaxcounty.gov/fire-ems/fire-marshal/festival
https://www.fairfaxcounty.gov/health/permits/mobile-food-unit
https://www.abc.virginia.gov/licenses/get-a-license/banquet-licenses
https://www.fairfaxcounty.gov/fire-ems/fire-marshal/tents
https://www.novaparks.com/parks/washington-and-old-dominion-railroad-regional-park
https://www.novaparks.com/parks/washington-and-old-dominion-railroad-regional-park
https://www.novaparks.com/sites/default/files/2022-02/2022%20Trail-Event-Application.pdf
https://www.novaparks.com/sites/default/files/2022-02/2022%20Trail-Event-Application.pdf

Noise

Applicant shall comply with the Town of Herndon Noise Ordinance, Section 26, Article VI.

Alcohol & Food
ALCOHOL & SMOKING

All events involving alcoholic beverages must be noted in the original application and pre-
approved by the Town Manager.

If alcoholic beverages are to be served, it is the responsibility of the Applicant to contact
the Alcohol Beverage Control (ABC) Authority and secure a license, if required.

Smoking of any kind is not permitted in any town building or facility.

FOOD

Allowance of food at an event is dependent upon the space reserved. Health Department
permits may be required and are the Applicant’s sole responsibility.

Amusements & Entertainment

Only amusements which do not cause damage or undue strain on the property will be
considered. The town reserves to the right to prohibit any amusements.

For non-sponsored events, no animals are permitted as entertainment or amusement.

If an event is sponsored by the town, the town will consider the request for animal
amusements, if it complies with town and county code.


https://library.municode.com/va/herndon/codes/code_of_ordinances?nodeId=PTIICOOR_CH26EN_ARTVINO
http://www.virginia.gov/agencies/virginia-alcoholic-beverage-control-authority/

Fees

ONLINE PAYMENTS
The town now accepts payments for all Event Fees here, click the link to access the
payment portal.

RENTAL RATES

The fees for use of town facilities are as follows ("hour" means a whole or part of an hour):

Location Rental Type Rental Length Resident Non-Resident
Non-profits or Not- Base Rate -
Town Green for-profits, Civic $200 $300

4 hours

groups

Indl'V|duals, Base Rate - 4 $400 $600

Businesses hours
Each
Additional Hour $100 $150

Non-profits or Not-

for-profits, Civic Base Rate - $100 $150
4 hours

groups

Individuals, Base Rate -

Businesses 4 hours $200 $300
Each $50 $75

Additional Hour

Pricing Pricing
Available Available

Lynn Street

Pricing Pricing
Available Available

Municipal Parking Pricing Pricing
Lot: 724 Lynn Street Available Available
SERVICE FEES

Requests for town services may or may not be approved. Fees will also be assessed for
custodial services, facility rental charges and security requirements. If fees apply,
Applicant will receive an estimate of costs. The town will take every measure to provide an
accurate estimate. However, if the estimate differs from the actual cost, the Applicant
must pay the actual cost at the end of an event. All fees and deposits may be paid

here: Online Payment.



https://townofherndonva.tylerportico.com/navigator/public/selections/navigator
https://townofherndonva.tylerportico.com/navigator/public/selections/navigator

APPLICATION SUBMISSION REQUIREMENTS

A $50 non-refundable application fee is due at the time the application is submitted.
Your application will not be processed until the payment is received.

It may be paid here: Online Payment, in person, or by mail via check/e-check.

Payments can be mailed to 777 Lynn Street, Herndon, VA 20170

Reference payment of the Downtown Event Application fee and the name of your
event.

We no longer accept payment over the phone.

Cancellations & Refunds

Cancellation by the Applicant within 7 calendar days of the event will result in charges to
the Applicant of actual costs incurred by the town. The town may cancel an event at any
time they determine that inclement weather, conducting the special event would
unreasonably damage public space, or if any condition of the contract has not been met.
The town reserves the right to cancel an event if the space is needed for a Town of Herndon
public purpose. If the Town of Herndon cancels the event, every effort will be made to
establish an alternate date, if an alternate date cannot be scheduled the town will return
deposits paid.


https://townofherndonva.tylerportico.com/navigator/public/selections/navigator
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