BURLINGTON
SPECIAL EVENTS

Permit Guide
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Thank you fotaking the time to considdrosting an event in the Blington area.

As a reference, the City has compiled this document for you and/or your
organization to follow as guideline as preparationiseginfor the eventOnce you
havecompleted the application you will need to schedule a meetitty Emil

Lott, withthe Ci ty of Burlington’'s Recreation
her at336-222-5030.While this guide has been designed to answer most of your
questions and contains references to most of the information required for

approval of your event, the City reserves the right to request additional

information or clarificationboth before and after approval.

All requests will be reviewed by City Staff aithentialrecommendationghat

the event or activitymaybe modified, changed or approvedr om st af f
recommendationsOnce the application has been reviewed byG@he tS¥ET s
(Special Events Team) ttezgjuestor will then be notified of the next steps.

S

Application Fee: $25.08 1 { S OKS Ol a LJ & o f &Cedigpayénts dalve 2 F . dzN.
made at time of applicatiorsubmission.

*Operating under 2017 Guidelines subjeatchange July 2018
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Permit Guide Overview

How it works

Depending on the typef event you or your organization ah®sting, the process may vary. As
we begin reviewing and processing your materials, we will be in contact with you to provide
updates, recommendations, and/or requests for additional information. This process is
collaborationamong many other City Degarents as well as your organization.

Date requests

Eventdate and facility locatiomequestswill be handled on a first coméyst served basis. The
requested datewill be held only after the Special Event Application has been submitted with
the Application fee.

How long will it take?

Depending on the request, the process can take anywhere from two weeks to a few months to
complete. This is critical in order fooyr group to meet the corresponding application deadline
for your event.

Print & Submit the Work with
Review application —/ City Staff on
Application / and fee details
NS
Group MEEA City Staffwill | Event will be
Sl - ( | meet with group | | reviewed with
requ.estsand ' and adjust plans | City staff
requirements
NS
City Staff
Approve / EVENT / Evaluation
event

Assistance: Not all of the steps above apply to every event. Some eventsaieh more complex
than others. The City staff will manage and review each event application individually and strive to
ensure that every last detail is addressed.




Section |

Street Closing Guidelines

= =4

If you or your organization would like to close one or multiple downtown Burlington city
streets foryour event, you must formally apply and request for a temporary street
closure during the hours of your event.

The City Manager may only consider and give approval for neighborhood street events.
The duration of any street closure is not to excedubhirs unless otherwise authorized

by the City Council

All proposals must be reviewed by the Police Department, Fire Department &
Transportation, Traffic Division.

If alcohol is being served at a City Council approved street closure event, the request
shdl not be for more than 2 city blocks to be involved in the closing. (See alcohol
guidelines)

Requesting organization will be responsible for securing the Burlington Police
Department as noted in this event manual and permit guide.

The application for oksing streets must be made within 45 working days prior to the
requested event date.

The City cannot approve closings of roads or streets which are part of the State of North
Carolina road system.

City Staff will place the barricades for street closweghe side of the street the day
before your event. Please set the barricades out when you are ready to close the street
and simply remove them when you are finished.

Complete Special Events application and submit to Lisa Wolff, Burlington Recreation an
Parks and if City Council approval is requicsshrdinate a date with Lisa Wolff that you

can present your request at a regularly scheduled City Council meeting

Follow this link to view the017 Burlington City Council Meeting Schedule
http://burlingtonnc.gov/DocumentCenter/View/12094

Once a date has been scheduled for your item to be placed on the City Council meeting
agenda, please contaBeverly Smith, Deputy City Clerk at 32@2-50230r email
bsmith@BurlingtonNC.gdw coordinate your presentation and preparations for your
presentation to Council.

All regularly scheduled City Council meeting are held the first & third Tuesdaytof eac
month at 7:00pm

Please arrive by 6:30pm to prepare any presentation materials that require technical
support.

All attendees of City Council meetings must pass through security screenings before
entering the Council Chambers. Please view the list of items prohibited at Council
Meetings. http:// burlingtonnc.gov/DocumentCenter/Home/View/2209



http://burlingtonnc.gov/DocumentCenter/View/12094
mailto:bsmith@BurlingtonNC.gov
http://burlingtonnc.gov/DocumentCenter/Home/View/2209

Section I
Event Guidelines Alcohol

The issuance of a Citywide Special Use Permit may allow for the sales, service, possession and
consumption of alcoholic beverage on city streets or public properties as allowed by NGGS 18B
300 and Burlington City Code Sec:11Rll other laws in regarde the sale, service, purchase,
possession and consumption of alcohol are subject to enforcement action up to and including
arrest.

If you propose to sell or furnish alcoholic beverages at your event, you will be required to
obtain a permit from the NortlCarolina Department of Alcoholic Beverage Control (ABC) in
addition to your Citywide Special Event Pernmtaddition, the requesting organization must
meet the insurance requirements set forth by the City on the following pages.

The City of Burlingtondfice Department and State ABC representativesimdiépendently

review your event plans and alcohol management strategies before your license is approved. If
the proposed event will take place on public park land; within aaityed facility; or other
city-managed property, you will also be required to provide a letter of authorization to serve
alcohol fromanall K2 NAT SR NBLINBaSy (il (A IBoththdPolick S / A (@&
Department and managing city department may place restrictions on themafich alcohol

is managed at your proposed event.

More information is available at wwviattp://abc.nc.gov/or the local ABC office can be
contacted at

3362266882

al


http://abc.nc.gov/

SPECIAL EVENTS LIABILITY REQUIREMENTS

INSURANCERUIREMENTS
LIMITS OF LIABILITY

EACH OCCURRENCE AGGREGATE

GENERAL LIABILITY

Bodily Injury & Property Damage $1,000,000 $3,000,000

Combined Single Limit

AUTOMOBILE LIABILITY

Bodily Injury & Property Damage $1,000,000

Combined Single Limit

WORKERGOMPENSATION

North Carolina law requires that
any company with 3 or more
employees (including partime)
must carry Workers Compensation

LIQUOR LIABILITY
(If alcohol is being served)

Bodlily Injury & Property Damage $1,000,000 $1,000,000

Combined Single Limit

EXCESS LIABILITY
(If exposure merits)
$5,000,000 $5,000,000
Lower limits for small companies
can be discussed with agent

THE CITY OF BURLINGTON MUST BE NAMED AS AN ADDITIONAL INSURED ON THE GENERAL
LIABILITY POLICY. The address should be typéallows:

City of Burlington

425 S. Lexington Avenue

Burlington, NC 27215

A Blanket Waiver of Subrogation shall apply in favor of the City of Burlington alhd
FRRAGAZ2Y I AyadzaNSRQa a NBIdANBR o0& O2yidNI Of

*COlI should be handed in no less than 2 weeks prior to your event for proper approval. 5
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ACORDY

CERTIFICATE OF LIABILITY INSURANCE

DATE MADINYTTY]
O01AR2047

I SRS

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

THIS CERTIFICATE |5 ISSUED A5 4 MATTER OF INFORMATION OMLY AND COMFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DES NOT AFFIRMATIVELY OR MEGATIVELY AMEND, EXTEMD OR ALTER THE CONERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES MOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER]S). AUTHORIZED

the terma and condlifions of the pollcy, cartaln pollcias may requirs an
certificats holder In lleu of such endorssment]s).

IMEORTANT: I M@ carticate holder 18 an ADDITIONAL INSURED. The pollcy(les) must be endorssd. [f SUSROGATION 15 WAIWED, subject to

& statement on this carifcate doss nof confer b thia
[Best practices suggested but not reguired. |

|ll.1

HAIC &

Ertoram's Burgars
12345 Cheeseburger Lans

Desame, NC 12345

NSURER C
INESURER O

COVERAGES CERTIFICATE HUMEER:

REVISION HUMBER:

THIS B TO CERTIFY THAT THE POLICIES OF INEURANCE IUSTED BELOW HAVE BEEN IBSUBD TO THE INEURED MAMED ABOVE FOR THE POLICY PERIDD
INDICATED. NOTWITHETANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIE
CERTIFICATE MAY EE ISEUED OR MAY PERTAIN, THE INSURAMCE AFFORDED BY THE POLICIEE DESCRIEED HEREM I8 SUBIECT TO ALL THE TERMES,
EXCLUSIINE AND CONDITIONS OF SUCH POLICES. LMITS EHIWHN MAY HAVE BEEM REDUCED BY PAID CLARES.

DHIA

OFFCCNEMEER EXCLUOEDY
Mandaizry In HH]

yum descine orcher
DOSCRFTION OF DFERATIONS beiow

G AT EUEA] POLCE EFF | POLICY EXP
LTR TYPE OF INSURARCE psE | wvD POLKCT HUMBER [MMTIERET r] | | MDY T L
CEMERLL LI BLITY EACH GECURRBRCE £ 1,000,000
o | 5]
A | commreos cesens. LasLTY FREMISEE In comurenos) | § 100,300
| CLAIME-RADE el | MED W ey onaparsae) | 6 5,000
A ABCERTEINS OAOWAINT | 1281V2MNT | sijmsonas 5 200 1KUY % 1,000,000
GENENAL ASGIEGATE H 2,000,000
GENL AIGREQATE LIAT APPLES PER FRODUCTS - COMPIP 830 | 3 2,000,000
b4 | POLEY | | s | | LOC 5
SUTOMOELE LIABILITY WE ':"-D;““'-E Ll % 1,000,000
AR ALITD BODLY IMJURY (Par permcr) | 5
ALL DAWHED SCHEOULED ABCESTSII0 . o -
B ALL o s 0AOLAT | 1230237 | moowy sy (P scodens| 5
HORCWRED FROPLETT DAWAGE %
HIRED AT OE AT = azazam
H
UMBRELLA LIS el | EACH DCCURRERCE H
EXCL=S LAl CLAIMERADE ASGIREGATE H
[ ] | |n:|.'|.|||'nu ]
AL ENzA - PR - WC ETETUS atF
o i el in State of NC requires all businesses | i F
AATY PRCOPTIET ORIPAR THERAX ECUTIVE i X | firn ! ! EL EACH ADCHOENT H

time workers included) to carmy
Workers Compensation

EL DISERSE - EAEMPLOYER 5

EL DISERSE - POLICY LIMT | 5

The City of Suriingion Is ksted as Addional Insured on the General Liabiity.

DESCHPTION OF OFERATIONS [ LOCATHNS § VEHICLES [ABsch ACORD 101, A ddiional Femarks Schedule, B more sesce b regel ned|

CERTIFICATE HOLDER CANCELLATION
THOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
ity of Burlington THE EXFIRATION DATE THEREOF, MOTICE WILL BE DELWERED M
475 5. Lexingion Ave ACCORDANCE WITH THE POLICY PROVISIONS,
E:ﬁ HC BUTHMHELIE D FIPRESENTA TIVE
, Signature required

ACORD 25 (2010405}

£ 1386-2010 ACORD CORPORATION. Al rights ressrved.

The ACORD name and logo ars reglatersd marks of ACORD



Section lll
Alcohol Management Permit Conditions

A The sales, services, and consumption of permitted alcoholic beverages must take place in a
designated andpproved area. Approval will be given by the City Council.

A Only the following alcoholic beverages are permitted to be served:

Malt Beveragebeer, lager, malt liquor, ale, porter, and any other brewed or fermented
beverage containing at least o#malf of ore percent (.05%), and not more than fifteen
percent (15.0%), alcohol by volume.

Unfortified wine: any wine of sixteen percent (16%) or less alcohol by volume, made by
fermentation from grapes, fruits, berries, rice, or honey; or by the addition of pure cane,
beet, or dextrose sugar; or by the in accordance with the regulations of the United
States.

A Consumption will be in the designated area and a map of that area must be included in the
permit application. The area of consumption cannot deviate from the mapped area as
indicated in the application. A brief narrative describing the consumption ardé sha
accompany the map.

A Alcohol consumed in the event area must be purchased from or provided by the event host
or contracted provider. (No Outside Alcohol)

A The event applicant/host shall provide monitors at major entry and exit points to assist in
the reguhtion of alcohol entering or leaving the event area.

A No additional dispensing points outside of the area shall be authorized.

A The issuance of a Citywide Special Use Permit may allow for the sales, service, possession

and consumption of alcoholic beverage city streets or public properties as allowed by
NCGS 18B00 and Burlington City Code Sec:113ll other laws in regards to the sale,
service, purchase, possession and consumption of alcohol are subject to enforcement action
up to and including arrest

A 9FOK GAYS | LISNAR2Y LJz2NOKFasSa Iy It O02K2ftAO0
identification at the point of sale. The use of hand stamps, tickets or wrist bands to verify
age will not serve as age verification.

A Service of alcoholic bevages must be done by licensed and insured caterer.

A Alcoholic beverages can only be sold or provided to people 21 years or older.

A All distribution of alcoholic beverages must be performed by designated, trained Safe
Service Training or equivalent eventféta

A All alcoholic beverages must be consumed from a single serving container that complies
with the following guidelines: 16 ounce cup or smaller for beer 5 ounce cup or smaller for
wine.

A Glass containers may not be used at public events.

A The use of beduges, drinking funnels, free pouring, etc. is prohibited.

N>



Licensed and approved vendor staff shall be present to check identification for the purposes
of verifying that people being served within the designated area meet the age requirements
set forth by the State of North Carolina.

Burlington Police are required to be present in the area where consumption is taking place
at all times that the license privileges are being exercised. The number of officers assigned
to work the said event will be determaal by the BPD Chief or his designee. If a-cibn
sponsored event, the host organization assumes the cost of the designated officers.
Commencement of alcohol service shall not begin prior to the start time of the event. Last
service shall be conducted fater than onehalf hour prior to the end of the event.

The Host Organization is responsible for resolving any problems associated with the event
and/or issues of concern raised by neighbors.

Host is responsible for securing the proper number of restroantall litter accumulated
within the serving area.

Appropriate number of restroom facilities must be accessible to attendees.



Section IV

Security

All proposals must be reviewed by the PolicEi Departments to ensure that public safety
will not be compromised. It is required that police staff, work the event and follow the
guidelines stated below. Police staff will review the request and notify EDS for staffing
requirements.

Customers whare required to hire or would like to hire extra duty Police Officers in
Burlington, NC should follow the below process:

1.

If your event includes a 5K, alcohol or any street closures, please call Sergeant Epps with
the Burlington Police Department at (3560-6509).

For events not meeting the above description, please call Extra Duty Solutions (EDS) at
(336) 2962616 or email BurlingtonNC@ExtraDutySolutions.c@ith your request
information. You will need to provide information such as the type of event, date, time,

if liquor will be served, etc. EDS will answer any questions the customer may have.

If the detail is approved, EDS wiimail the customer an exdrduty agreement. The
customer must sign the agreement and return to EDS via email, fax or mail.

EDS will send the customer an invoice once the agreement is received. Payment
instructions will be provided within the invoice.

Once payment is received EI@#l schedule the Police Officer(s). The officer(s) will be
provided the time, date, event information, etc. by EDS. The customer will be notified
when the officer(s) are scheduled. Please note officer(s) are not always available to
work extra duty assignents and details do sometime go unfilled. In this case payment
will be fully refunded.

EDS will make payment to the officer(s) after the event.

Customers are welcome to provide both positive and negative feedback to EDS after all events.


mailto:BurlingtonNC@ExtraDutySolutions.com

Wages andees for extra duty are determined by the Burlington Police Department. All wages
will reflect the contract vendor surcharge where appropriate and set at the following:

For general extra duty

TYPE HOURLY RATE EMPLOYING ENTITY
Base Rate $25 $27.75
Alcolol Rate $5 added to base rate $33.30
Supervisor $5 added to base rate $33.30
Premium Event $15 added to base rate $44.40

An administrative fee of 11% has been added to all details. This fee is retaineddpnthesct
vendor for managing extra duty assignments.

Officers will be compensated fortlaree hour minimumunless prior arrangements have been
made with the Community Relations Division (CRD) Captain.

Cancellations:
1 Employing entities may cancel an eventextra duty assignment with 24 hours advance
notice at no penalty.
T LT GKS SYLX 2eAy3 SyaArate LINPOPARSa fSaa GKIy
three hour minimum pay at the expense of the employing entity.

Events or employing entitieequesting 14 officers will be staffed by officers of any rank and

each will be compensated at the base rate. Should a 5th or additional officers be requested, the
5th officer assigned will be a sergeant or above and will be compensated at the supeataesor
Staffing for events requesting 8 or more officers will be determined in consultation with the
CRD Captain.

Employing entities requesting officers to work alcohol events or to work at regular liquor
establishments will have the following requiremeisplace:

1. Officers will not be responsible for checking the age of patrons.

2. Officers will not be primarily responsible for the control of alcohol onto or off of the licensed
premise.

3. Officers will not be assigned duties inside the bar ooligstablishment.

4. Officers may regularly patrol or supervise an exterior consumption area such as a beer
garden at a special event or block party in the downtown area. However, they will not be
placed at the exit as a primary control for the removahlaohol.

5. A mandatory minimum of two officers are required to work any event at which alcohol is
involved and more may be required based on the type of event, predicted crowds and historical
knowledge.

10



SectionV
Tent & Canopyermit Conditions

Tents/Canopies

Tents, canopies, and other membrane structures are regulated by the North Carolina Fire Code
and enforced by the Burlington Fire Department. The following information related to tents,
canopies, and other membrane structures is not atlusive, but is to be utilized as a quick
reference guide. Burlington Fire Department personnel will conduct asiterinspection of any

tent, canopy, or other membrane structure requiring a permit. Questions related to these
structures should be directkto the Burlington Fire Department Fire Prevention Bureau at
(336)2293133 or (336)228B577.

PERMIT REQUIREMENFEE
Fee: $25.00

A permit shall be obtained from the Burlington Fire Department prior to erecting any tent,
canopy, or membrane structumaeeting the following specifications:

1 All tents and membrane structures with sides in excess of 400 square feet.

9 Canopies or tents open on all sides in excess of 700 square feet.

1 Canopies or tents open on all sides placed side by side exceeding 700 fegtare
aggregate area.

f 'ye OFly2Lk 2N G4Syd 2Ly 2y it airARSa t20!I 40
enclosed tent.

LOCATIONS

 AtwentyF220 o0HNnQO FANB | 00Saa tlLyS akKlff
outside of support ropes and guy wires.

1 Tents or tent components may not obstruct any fire hydrant or egress from any
structure.

(@]
0p)
_<

GUIDELINES FOR ALL TENTS

1 Exits shall be clearly marked. Exit signs shall be installed when the exit serves an
occupant load of fifty (50) or more persons.

1 All tents canopies, and membrane structures must be flame retardant. Proof of flame
propagation shall be provided.

11



Tents or other membrane structures shall have a permanently affixed label bearing the
identification of size and fabric or material type
{Y21Ay3 aKlft y24d 06S LISNXYAGIQ

R Ay GSyda 2N
{Y21Ay3é ardya akKlftf oS LRaidSR

S
SR®
Fire extinguishers of a minimum 2A:10BC rating shall be mounted for a maximum travel
distance of seventfive @t p Q0 (2 +y SEGAY 3Idzi & KS N

Tents, canopies, and other membrane structures shall be adequately secured and
anchored to withstand the elements of weather and prevent collapsing.

Open flames are prohibited within any tent with the exception of those meeting the
requirements for authorized cooking.

LP gas containers shall be located outside of tents. Tank capacity will determine
required distance from tank to tent.

TENTS USED FOR COOKING

l

Open flame or other devices emitting a flame, fire or heat or any flamenabl

combustible liquids, gas, charcoal, or other cooking device or any other unapproved
RSOAOSa akKlftt y2G 0S LISN¥YAGGSR AYaARS 2NJ f
membrane structuresvhile open tothe public

Cooking equipment shallnotb2 OF § SR A GKAY (Sy FSSiG 6mnQo
materials.

CKSNBE akKlFff 0SS | YAYAYdzy 2F GKNBS TSSO owmn
producing device.

lye GSyid dzaSR F¥2NJ 0221 Ay3a Ydzad o6S a4 t€SlIad
buildings, other tents, canopies, or temporary membrane structures; support ropes and

guy wires are considered part of the tent.

Outdoor cooking that produces sparks or gredtesgen vapors shall not be performed
GAGKAY O6HNnQU 2F | (GSyd 2NJ YSYONryYyS &0 NUzOG dz

** PLEAB KEEP PAGE32FOR REFERENCE**

PLEASE SUBMPAGES 124 VIA EMAIL TO
ELOTT@BURLINGTONNC.GBMVN PERSON AT THE
BURLINGTON RECREATION DEPARTMEMITED AT

1333 OVERBROOK ROAD

12
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Internal Use Only

Fees Paid
$25.00 Application
$25.00 Tent Permit

Recreation & Parks
Police

Fire

Cemetery & Grounds
City Adm. Office

Traffic

Sanitation
Finance

Public
Other

Information

SPECIAL EVENT APPLICATION PERMITTING REQUEST

ALLPAGE®F THIS APPLICATI@Ys. 1324)MUST BE SUBMITTED ALONG WITH THE APPLICABLE FEES AND
CERTIFICATES OF INSURANCE BEFORE ANY DATES WILL BE RESERVED AND DEEMED COMPLETE.

EVENT
NAME:
DATE EVENT EVENT STAR| EVENT END DISMANTLE/TAKE DOWN

EVENT DATE(S HOURS TIME TIME TIME
EVENT CATEGQORY zer_npnstratmn/Expresswe Street Closure E/Iarrlr(]er/Outdoor
please check the civity : : arket
appropriate category Festival/FaifCelebration Parade/Procession (E)>t<:|b|t/M|sc.

er:

for your event Run/Walk Concert/Performance

LOCATION

ExplainLocation Descrintion/Name of Park or Facility/Routes/Streets

Information cannot exceed 300 characters.

13



Section VY

Application

SCOPE OF EVENT

*If streets are approved for closing, all tents and equipment must be removed from the street
within 30 minutes of requested r®pening.

Application Fee: $25.00

Scope andescriptionof the Event

Will AdmissionBe Charged? _ Yes No

Anticipated AttendanceTotal

14



CITY OF BURLINGTON ek
TEMPORARY STREET CLOSHQBESTK, : .
City Code Section 320

Name/Organization:

Address: City/State: Zip Code:

ContactNumber(s): ailEm

Reason for Street Closing:

Name of Street to be Closed:

from Street to
Street
Streeton from to
(Date) (Time) (Time)

Additional Comments:

| certify that this request for a temporary street closing is foiday” 2orbfit event® Ehave read and
understand the above requirements

(Petitioner Name)

City of Burlington Office Use Only

Please checRpproved or Deniedlf necessary, please attach recommendations or explanations if denied.

D Approved D Denie(

City Manager Hardin Watkins Date

DApproved D Denie(
Traffic Division, Police Department Date

DApproved D Denie(
Fire Marshal, Fire Department Date

DApproved D Deniec
Traffic Division, Transportation Dept. Date

City of Burlington

City Manager ds Office
PO Box 1358 Burlington, NC 27216

Phone: 336.222.5023

Email: bsmith@burlingtonnc.gov

Special Events Applicatigr-orm Submit to Lisa Wolff Recreation & Parks Requires City Council Approval
15



CONTACTS

APPLICANT NAME/AUTHORIZED AGENT

ORGANIZATION/BUSINES$me:

Telephone: () Mobile

ORGANZATION/BUSINESS TYPE
0O FOR PROFIT U NONPROFHTAX ID#

PRIMARYOONTACT Name:
(Required for internal
use only Telephone: ( ) Mobile
VendorCatering
Contact 1.Name:
(If different than Public
Contact) Telephone: () Mobile
2. Name:
Telephone: ( ) Mobile
Web Address

Email Address

Yes No

D D Is this an annual event? How many years has this event taken place?

[ [] 1s82dz2NJ S@Syd LI NI 2F | €1 NBSN YN SGAy T
Burlington Carousel Festival)

If yes, please list

16



SITE PLAN/ROUTE MAP

Your event site plan/route mapnust be submittedand include but not limited to:

An outline of the entire venue including the names of all streets or areas that are part of the ardue
the surrounding areas. If the event involves a moving route of any kind, indicate the direction of travel
and all sreet or lane closures.

The location of all stages, platforms, scaffolding, bleachers, grandstands, canopies, tents, portable
toilets, booths, beer gardens, cooking areas, trash containers and dumpsters, and other temporary
structures.

The location of facing, barriers and/or barricades. Indicate any removable fencing for emergency
access.

The location of first aid facilities and emergency management vehicles.

A detailed or closeip of the food booth and cooking area configuration including bodémtification
of all vendors cooking with flammable gases or barbecue grills.

Generator locations and/or source of electricity

Placement of vehicle and/or trailers

Identification of all event components that meet accessibility standards
Other relatedevent components not listed above

NARRATIVE

Please provide a narrative and timeline of your event. You may provide this information aatechment if
necessary.

17



ENTERTAINMENT & RELATED ACTIVITIES

Yes No
Are there any music&ntertainment features related to your event?

If yes, complete the following information or provide an attachment listing all bands/performers, type of
music, sound check and performance schedule.

1 Number ofStages
 Number of Performers/Bands
1 Performer/Band name and music type

Will the event need powe
There are limitations on power throughout the downtown area. Generators are recommended.
Will sound checkbe conducted prior to the event?

If yes, Start Time: Himish

Will sound amplification be used?

If yes, Start Time: Finish Time:

Please describe the sound equipment that will be used for your event.

Will inflatables or similar devices be used at your event?

If yes, please describe
*Note: Insurance requirements must be met in order to offer this activity.

Does your event include the use of fireworks, rockets, lasers, or other pyrotechnics?
If yes, pleaséescribe:
*Note: These requests will be subject to the approval of the Burlington Police & Fire Departments in conjuncti
with State Laws governing this type aftivity.

Will your event includéhe use of any signs, banners, decorations, or special lighting?
If yes, please describe:

Will you be marketing your event?
If yes, you must provide samples of communications that witlib&ibuted to impacted residents,
businesses, schools, places of worship and other entities.

*Vendors must show proper licensing for the state in order to participate

18



ALCOHOL

When serving alcohol, state las\apply to all dispensing and sale of beverages.

*NOTE: If alcohol will be a part of your event, you will be required to fill out the proper information on the
following pages.

Yes No
I:‘ I:‘ Does your event involve the use of alcoholic beverages?
If yes, please check all that apply:

Free/Host Alcohol
Alcohol Sales

Host & Sale Alcohol
Beer

Wine

Beer & Wine

Please describgour security plan to ensure the safe sale or distribution of alcohol at your event.

Alcohol consumption will be in the designated area and a map of that area must be included ii
the permit application. The area of consumption cannot deviate from the mapped area as

indicated in the application. A brief narrative describing the consumptiarea shall accompany
the map. The request to serve alcohol must meet all guidelines set forth on pagés

19



INSURANCE REQUIREMENTS

Please prome the following information of the responsible party, caterer and organization:

Ve

A Name of Insurancégeny:

Address:
City State Zip
Telephone Day

Evening

Cell

A Name of Policy Holder:
A RequiredPolicyAmount:

A Policy Number
A Policy Type

* All insurance requirements from page 5 must be met prior to application approval.

A certificate of liability listing the Cityof dzNX Ay 3d 2y |a GKS dal RRAGAZ2Y I A
representing city agent for approval as stated on page 4 of this document.

20



FOOD CONCESSIONS OR PREPARATION

All food preparations, storing, cooking and serving must meet tiegulations set forth by the Alamance
County Health Department and the State of North Carolina. See Page 7 for cooking regulations from the
Burlington Fire Department. All regulations set forth must be followed.

Yes

No
D D Does your event include foambncession and/or preparation areas?

If yes, please describe how food will be served and/or prepared:

Yes No

D D Do you intend to cook food in the event area?

Gas

Electric
Charcoal
Other (specy)

**|f any outside food vendorgsales, samples, etcwill be participating in your event, a copy of their
Certificate of Insurance must accompany this application.
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PORTABLE RESTROOMS

You are required to provide rest room facilities at your event, unless you can substantiate the sufficient
availability of both ADA accessible and ramtessible facilities in the immediate area of the event site which
will be available to the public dumgnyour eventThe City has the right to require additional portable
restrooms be added to the event at the expense of the event organizer.

Yes No
D D Do you plan to provide portable rest room facilities at your event?

If yes: Total number of portable tets

If no, please expla:

Rest Room Company:

Contact Name: Number
Equipment Setup: Date Time
Equipment Pickup: Date Time

SANITATION & RECYCLING

The City of Burlington does not provide trash services for private events. All approved applicants are responsible
for providing a safe and clean atmosphere during the event. The requesting applicant shall be responsible for the
proper disposal of all trals and recyclables generated during the event. All receptacles for the collection of trash
YR NBOeOfloftSa +ra ¢Sttt a GKS RAALRAaAAY3I 2F &adzOK O
be permitted to be left on any streets and/or sideatks within the approved area.

Name of Event Coordator overseeing garbage:

Contact Numbers: Cell: Other:

Number of Trash Cans (x $2.50)
Numberof Trash Cans w/ Lids

Number of Dumpsters w/Lids
(One for every increment of0® people)
Number of Recycling Containers

Pleaseshareyour plan for cleanup and removal afayclable gods, waste and garbage during & aftarent.
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AFFIDAVIT OF APPLICANT

| certify that the information contained in the foregoing application is true and correct to the best of my
knowledge and belief that | have read, understand and agree to abide by the rules and regulations governing
the proposed Sgcial Event under the City of Burlington Municipal Code and | understand that this application
is made subject to the rules and regulations established by the City Council and/or City Manager or the City
al ylI 3SNRa&A RSaAAIySSo | LalfotheDrieglitemdnts DS Gity, Caunty) Stafd, Jt & &
Federal Government, arahy other applicable entity which may pertain to the use of the Event venue and the
conduct of the Event. In the event that a possessory interest subject to taxation is createtlbyof this use
permit, | agree to pay all possessory interest taxes and the City shall not be liable for the payment of such
taxes. | further agree that the payment of any such taxes shall not reduce any consideration paid to the City
pursuant to this ge permit. | agree to abide by these rules, and further certify that I, on behalf of the Host
Organization, am also authorized to commit that organization, and therefore agree to be financially
responsible for any costs and fees that may be incurred lmndrehalf of the Event to the City of Burlington.

Print Name of Applicant/Host Organization

Title:

Signature:

Date:

Print Name of Professional Event Organizer

Title:

Signature:

Date:
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Thank you for completing your Special Event Permit
Application. Before you submit your application to the City of
Burlington, please make sure that the follving steps have
been completed.

| S @& 2dzX o

Signed and dated your application?
Attached your event site plasmnd ma®
Attached your event security plan?
Attached a copy of your accessibility plan?
Attached yourCertificate of Insurance?

Include any County, State, Federal or City of Burlington permits that may be required to hold your event in the
selected venue8houldinclude alcohol permits, fire permits etc.

Please submit your COMPLETED applicaiiopersonto:

Burlington Recreation & Parks
Attn: BEmily Lott

1333 Overbrook Road
Burlington, NC 27215
elott@burlingtonnc.gov
336-229-3149

For additional questions, comments or concerns, please call-328-5030.
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Any reproduction or reprinting of this manual requires the permissionthg City of Burlington Department of Recreation & Parks
SourceSan Diego, CAhttp://www.sandiego.gov/specialevents/pdf/planningguide.pdf
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