Please complete all information; Incomplete applications will not be processed.
Return to:

Special Event
Application Officeof he ity ek

AL Hannibal, MO. 63401
2L ——— S
&g Email to: bdooley@hannibal-mo.gov
APPLICANTS INFORMATION

Company/Organization: Nonprofit*: Yes No

Mailing Address:

City: State: Zip:
EVENT CHAIRPERSON

Name: Phone:

Email:
GENERAL EVENT INFORMATION

Name of Event:

Event Date(s): Type of Event: Festival Parade/Walk/Run
Concert/Performance/Live Music

Event Start:

Event End: Other:

Proposed location* of Event:

Description of Event:

Anticipated Attendance: Event History: New Re-occurring*

*If re-occurring, how many years has the event taken place: ___ Is this an Annual Event? Yes* No
EVENT DETAILS

Set Up - Date/Times: Tear Down - Date/Times:

Contact Person for media/citizen information:

Phone: Email:

ILLUSTRATIVE SITE MAP - A site map of the event including location(s) of all tents, equipment, and activities must be

submitted with this application. If the Main Street Map (Attachment A) provided doesn't work for you, you MUST provide

your own, or your application with be denied automatically. We are unable to make a map for you. Site Map Attached
Clerk's Office Only: Date of Agenda: On Special Event Calendar
Application Documents Received on: Documents Emailed to Dept. Heads on:



BrittaDooley
Cross-Out

BrittaDooley
Rectangle

BrittaDooley
Highlight


VENDOR INFORMATION

FOOD AND BEVERAGE VENDORS

Will there be Food &/or Beverage Vendors? Yes* No

*If Yes: Sold Free Caterer Served

Will food be prepared on site? (please describe)

Will alcohol be served? Yes No

*If yes, a liquor/caterer's license is required. All vendors selling alcohol will need to be listed (Attachment B) & review
the City of Hannibal, Municipal Code, Chapter 3; Alcoholic Beverages.

All food vendors must receive approval from the Marion County Health Department (573) 221-1166.

All food / beverage vendors will still need to be listed on the vendor listing (Attachment B).

All food / beverage vendors must be inspected by the fire department & building inspector.

RETAIL SALES / VENDORS

Will there be Vendors? Yes* No If yes, then number of anticipated vendors:

Will there be retail sales? Yes* No

*If yes, then

If the Clerk's office does not have this vendor listing within the 10 business days prior to the event your vendors will
NOT be able to participate in the event. Upon completion of the vendor list you may email it to Britta, in the City Clerk's
Office at bdooley@hannibal-mo.gov.

*If yes, then a the business / group promoting & organizing the event (if for profit) must obtain a City of Hannibal
Business License. Contact the City Clerk's office, Britta can assist you with getting that set up. You may contact by
email at bdooley@hannibal-mo.gov or by phone at (573) 221-0111, opt. 7.

*If yes, retail sales are being made vendors are required to collect and report sales tax to Missouri Department of
Revenue. Tax packets may be obtained by calling (573) 751-3505, or by visiting the http://dor.mo.gov. The event
organizer is responsible for providing this information to the vendors.

-The City Council requests that event sponsors be mindful of vendor placements in respect to local businesses
(ex: not placing pizza sales in front of a local business who sells pizza).

Clerk's Office:
Vendor Information has been reviewed and approved by:

Date Reviewed / Approved:

Remarks:
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FIRE SERVICES

GENERAL

This emergency action plan predetermines actions to take before & during the event in response to an emergency or
otherwise hazardous conditions. These actions represent those required prior to the event in preparation for those
required during an emergency.

Flexibility must be exercised when implementing this plan because of the wide variety of potential hazards that exist for
this event. These hazards include, but are not limited to, Fire, Medical Emergencies, Severe Weather, or situations

where Law Enforcement may be required. The types of emergencies possible vary & could require the response of Fire
& Rescue, Emergency Medical Services & Police.

All questions & inquires should go through the Hannibal Fire Department @ (573) 221-0657.

EAP REPRESENTATIVE / CONTACT

The EAP event representative will be identified as the point of contact for all communications regarding the event. This
person should be easily reachable. This person is identified as:

Primary Contact: Cell #:

Secondary Contact: Cell #:

MEDICAL

Are there limited provisions for on-site Emergency Medical Services at this event? Yes No
Will there be a first aid station on site? Yes No

Will on-site EMS be provided? Yes* No, we will use 911 Dispatch

If yes, contact name: Cell #:

FIRE

Has a specific hazard been identified as an increased risk of fire at this event? Yes* No

If yes, what has been identified?

Selected event staff will be instructed on the safe use of Portable Fire Extinguishers.
Fire lanes & fire hydrants should not be obstructed at any time during the event.

Should an incident occur that requires the Fire Department, CALL 911. The caller should have the following

information available to give the 911 dispatcher: Nature of the emergency, location, & contact name with a good call
back #.

OPEN FLAMES
Will there be open flames? Yes* No *If yes, what will open flame usage be? (check all that apply)

Grilling/BBQ Deep Fryer Activity/ Entertainment  Other:

Any food vendors will be inspected when appropriate by the fire code & must meet permitting requirements.

FIREWORKS

A fireworks show or display MUST be conducted by an independent fireworks operator approved by the Missouri
Division of Fire Safety.

HANNIBAL FIRE DEPT:
Fire Services has been reviewed and approved by:

Date Reviewed / Approved:

Remarks:
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PUBLIC SAFETY

If your Special Event involves a parade, City Ordinance requires that you obtain a permit from the Police Department,
after Council approval, but prior to your event. Upon completion of your Special Event application approximately 10 days
prior to the event Hannibal Police Department will be reaching out to the Event Coordinator to review Public Safety
Plans & Procedures.

EMERGENCY NOTIFICATION

Will on-site security be provided? Yes* No

*If yes, please provide the contact name: #:

The City of Hannibal does not provide Security, it will be the responsibility of the event sponser to hire out their security.
SEVERE WEATHER

Weather forecasts & current conditions will be monitored throughout the entirety of the event.

Before the event - If severe weather is predicted prior to the event, the EAP event representative will evaluate the
conditions & determine if the event will remain scheduled.

The EAP event representative or his/her designee will be identified as such and will be responsible to monitor the
weather conditions before & during the event.

During the event - If severe weather occurs during the event, the EAP event representative or his/her designee will make
the notification to those attending the event that a hazardous weather condition exists & direct them to shelter.

There are limited provisions for sheltering participants in the event of severe weather.

LAW ENFORCEMENT

Has a need for constant Law Enforcement presence been identified at this event? Yes No

Should an incident occur that requires Law Enforcement, the Safety Plan is to use:

|___|On-site Security or 911 Dispatch for Law Enforcement
*If using 911 the caller will have the nature of the emergency, precise location, & a contact name & number ready.

Crowd control will be managed by: Staff On-site Security

The Event Sponsor understands that it is important that there is access to emergency vehicles & that this is maintained
at all times.
HPD Assistance Requested:

HANNIBAL POLICE DEPT:
Public Safety has been reviewed and approved by:

Date Reviewed / Approved:

Remarks:


BrittaDooley
Rectangle

BrittaDooley
Highlight


STREET CLOSURES
Will this event require any street closures? Yes* No

Requested Road Closure Dates/Times:

If you're requesting a road closure & the area you're requesting to block off is outside of the map provided in this
packet, then you MUST provide your own map. Your requested road closures will need to be marked on the map
you've turned in with your packet to be presented to the Council. If you are requesting to block off area included in the
map provided, then only the barricades/road closures optional are presented on the map for you, as you will just need
to circle those you wish to have.

There is absolutely NO stakes allowed to be hammered into City owned parking lots, sidewalks or roads.

HANDICAP PARKING

*If your event requires street closures, will there be additional parking areas restricted for handicap only parking?

|:|Yes No

*If yes, please include on your map or provide an additional map showing designated handicap only parking.

Will your event require the use of sandwich board signs? Yes* No

*If yes, date/time of board placement:

*If yes, date/time requested to be on sandwich boards:

WASTE REMOVAL

Event Sponsor MUST take care of all trash inside the blocks they request to close down for their event.

It is the responsibility of the Event Sponsor to ensure that city trash cans are monitored & emptied during the event

in the event area and in any closed dedicated blocks.

*The City will monitor & empty trash cans outside the event area.

Will this event require the need for use of the City's roll off dumpster? Yes No

*If yes, this will require a $600.00 pre-paid fee for the use of the 30 Yard Roll off dumpster.
-Payment MUST be made 10 days prior to the event, in the City Clerk's Office.

It is the responsibility of the event organizer to ensure trash is picked up during and at the conclusion of the
event. The event organizer is responsible for all trash on the event site and any trash associated with the event
or event patrons or spectators that impact the area.

DPW:
DPW has been reviewed and approved by:

Date Reviewed / Approved:

Remarks:
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PARK RENTALS

Will this event require the use of one of the Park areas/facilities? Yes* No

*If yes, then you must have rented the park area/facility through the Hannibal Parks & Recreation Department.

Name of Park/Facility Rented:

Date/Times Rented:

If you have not yet rented your park area/facility you may do so by going to https://hannibalparks.recdesk.com/
Community/Facility

For assistance you can reach the Parks & Recreation Department at (573) 221-0154.

RESTROOM FACILITIES

The City does not supply Port-A-Potties. If portable restroom facilities are needed the event organizer will need to
supply those.

Parks:
Parks has reviewed & application approved by:

Date Reviewed / Approved:

Remarks:

BUILDING INSPECTOR

Building Inspector:
Building Inspector's Office has reviewed & application approved by:

Date Reviewed / Approved:

Remarks:

HCVB

HCVB:
HCVB has been reviewed & application approved by:

Date Reviewed / Approved:

Remarks:
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APPLICATIONS ARE DUE 15 BUSINESS DAYS PRIOR TO EVENT!
BOARD OF PUBLIC WORKS

ELECTRICAL

Is temporary electric needed?

Yes No

For temporary electric utility service for Festivals/Events, the Event Sponsor MUST contact the Hannibal Board of Public
Works at (573) 221-8050.

A utility application is required no later than the Wednesday preceding the City Council Meeting you plan to
attend.

The pedestals located along Main Street are NOT for vendor use & will not be energized during events.

Service call outs determined to be the fault of the vendor are at the Event Sponsor's expense and will
be billed in accordance with the HBPW's Schedule of Rates and Fees.

Meter Fee and prepayment of usage is required. Any overpayment will be refunded.

*For electric utility service at any of the Park areas/facilities, the Event Sponsor should contact the Parks & Recreation
Department at (573) 221-0154.

WATER

Is the temporary use of water from a fire hydrant needed? Yes No
For use of water at a fire hydrant, the Event Sponsor must contact the Hannibal Board of Public Works at (573)
221-8050.

A utility application is required no later than the Wednesday preceding the City Council Meeting you plan to
attend.

Meter Fee and prepayment of usage is required. Any overpayment will be refunded.

*For water service at any of the Park areas/facilities, the Event Sponsor should contact the Parks & Recreation
Department at (573) 221-0154.

HBPW:
HBPW Services has been reviewed and approved by:

Date Reviewed / Approved:

Remarks:
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INSURANCE

In consideration of holding the event and using City property, the applicant agrees to provide general liability insurance
and indemnify, defend, and hold the City of Hannibal harmless as set forth in the Insurance Requirement Policy. A copy
of the insurance policy with all required endorsements must be provided to the City of Hannibal (3) days before the date

of the event. (See Attachment | for sample)
(INITIALS)

AGREEMENT

Name of Event:

Date(s) of Event:

As coordinator(s) of this event, | (we) have reviewed all regulations and guidelines and, on behalf of the Organization
hosting the event agree to comply with City Ordinances and the requirements of this SPECIAL EVENT PACKET and
below as they apply to this event.

SAFETY:
1 Shall maintain adequate space for emergency vehicle access (fire, ambulance and police throughout the
designated area) at all times.
2 Shall comply with regulations provide by departments of the City.
3 Shall provide detailed event site map with application.
4  Shall provide EAP contacts & Emergency Plan on application & have reviewed the Safety Plan with HPD

prior to event.

Trash/Cleanup:
1. Shall be responsible for all trash cleanup inside events designated area during event.

2. Shall be responsible for arranging general cleanup of designated event area and areas adjoining event area

3. Shall be responsible for Maintaining/ monitoring/ emptying trash cans during event in designated area.
TAXES, LICENSES, FEES AND PERMITS:

1. Shall distribute guidelines/requirements to all vendors

2. Shall turn in a list of all vendors for temp. licenses into the Clerk's Office 10 days prior to the event.

3. Shall be responsible for informing vendors of their sales tax obligations for MO Dept. of Revenue.

4. Shall be responsible for payment, pickup & distribution of temp. licenses to all vendors prior to the event.

These must be hanging during the event. Failure to pay for temp. licenses by Event Sponsor prior to event

will result in vendors not being able to set up at the event.

INSURANCE:
You are required to provide the City with a Certificate of Liability Insurance. The Certificate must be provided to the
City of Hannibal, three (3) days before the date of the event.

1. The Certificate must name the City of Hannibal, Missouri, as:
a. The certificate holder with the correct address of 320 Broadway, Hannibal,
Missouri, 63401; and
b. An additional primary insured

2. You are required to obtain an Additional Insured Endorsement to the liability insurance policy.

The Endorsement shall name the City of Hannibal, Missouri as an additional insured.



INDEMIFICATION AGREEMENT:

To the fullest extent permitted by law, (hereinafter, “Organization”) shall

undertake to indemnify, defend and hold harmless City of and from any all claims, suits, rights of action and demands,
including all costs, expenses and reasonable attorney fees associated therewith, in any way connected with or arising out
of Organization or its employees, representatives, invitees negligence or willful acts or omissions arising from or in

connection with (hereinafter, “Event”) and agrees to maintain during the

term of the Event Commercial General Liability Insurance for personal injury, property damage and death as required.
Organization hereby assumes responsibility for the negligence and willful acts or misconduct of its employees,
representatives, and invitees and will indemnify, defend and hold harmless the City against any claims or judgments made
by Organization’s employees, representatives, and invitees against City arising from the Event. The terms of this provision

shall survive the expiration, completion of the Event or earlier termination of this Agreement.

Ilwe understand that by signing below, l/we represent and warrant to the City that l/we have full and lawful
authority to execute and deliver this Agreement and to perform the terms and obligations of this Agreement, and
that this Agreement constitutes the legal, valid and binding obligation of Organization, enforceable in accordance

with its terms.

l/we are entering into a binding agreement with the City of Hannibal to comply with all City Ordinances and
Special Event Policies and that non-compliance may result in cancellation of the event or denial of permission

for future events.

Signature(s):

Date:




1)

2)

3)

4)

5)

Hold Harmless and Insurance Requirements

To the fullest extent permitted by law, Sponsor agrees to indemnify, defend and hold harmless the City of
Hannibal, its officers, agents, volunteers, and employees from and against all suits, claims, damages, losses,
and expenses, including but not limited to attorneys’ fees, court costs, or alternative dispute resolution costs
arising out of, or related to, Sponsor’s use of City streets, roads, parks, sidewalk or other facilities under this
agreement involving an injury to a person or persons, whether bodily injury or other personal injury
(including death), or involving an injury or damage to property (including loss of use or diminution in value),
but only to the extent that such suits, claims, damages, losses or expenses are caused by the negligence or
other wrongdoing of Sponsor, its officers, agents and volunteers, or anyone directly or indirectly employed or
hired by Sponsor or anyone for whose acts Sponsor may be liable, regardless of whether caused in part by the
negligence or wrongdoing of City and any of its agents or employees

Sponsor shall purchase and maintain the following insurance, at Sponsor’s expense: Commercial General
Liability Insurance with a minimum limit of $1,000,000 each occurrence / $2,000,000 general aggregate
written on an occurrence bases.

Comprehensive Business Automobile Liability Insurance for all owned, non-owned and hired
automobiles and other vehicles used by Sponsor with a combined single limit of $1,000,000 minimum.
Workers Compensation insurance with statutorily limits required by any applicable Federal or state law and
Employers Liability insurance with minimum limit of $1,000,000 per accident.

All policies of insurance must be on a primary basis, non-contributory with any other insurance and/or self-
insurance carried by the City.

Prior to using City’s facilities or infrastructure under this agreement, Sponsor shall furnish the City with
certificates of insurance evidencing the required coverage, conditions, and limits required by this agreement,
have the City named as an additional insured and provide the appropriate additional insured endorsements.

No provision of this agreement shall constitute a waiver of the City’s right to assert a defense based on the
doctrines of sovereign immunity, official immunity, or any other immunity available under law.

By

Title Date

10



ACORD, CERTIFICATE OF LIABILITY INSURANCE

DATE (MM/DDYY)

PRODUCER THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
,, ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
[Your company name and address| HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
INSURERS AFFORDING COVERAGE
INSUR INBURER A
{Vendor Name and Address e — i
i INSURER C: i
| INSURER D: i
INSURER E:

!
COVERAGES

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED, NOTWITHSTANDING
ANY AEQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN 18 S8UBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH
POLICIES, AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

M _oweorwewwes [ sovovwwsn TR PO
GENERAL LIABILITY ‘ | ’ 100,000.00
X || COMMERCIAL GENERAL LIABLITY | f
| Joamswoe | Jocour| [Vour policy Number| | [date 1
| ! | L
| ' 1
| ’ $100,000.00
e ;
L GEN. AGGREGATE LIMIT APPLIES PER: .
Poucy | Fr |00 |
| AUTOMOBILE LIABILITY
ANY AUTO
AL OWNED AUTCS
| scHEDULED AUTOS
o HIREDPUTOS BOOILY INJURY &
|| NON-CWNED AUTOS {Par sccicon) |
| 1
; PROPERTY DAMAGE |
l {Per scoidarnt) |
I
‘: | AUTO OMLY - EA AGOIDENT | §
i | OTHER THAN EAACC|S
| | AUTO ONLY: AGG | §
| eacH occurmENCE s
AGGREGATE s
§
| s
_ s
T 1
WORKERS COMPENSATION AND RO
| oL E.L EACH ACCIDENT s

| EL. DISEASE - EA EMPLOYES §
| EL DISEASE - POLICY LMT | §

OTHER |

l

|

| i A
DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/EXCLUSIONS ADDED 8Y ENDORSEMENT/SPECIAL PROVISIONS

CERTIFICATE HOLDER ADDITIONAL INSURED; INSURER LETTER: CANCELLATION
SHOULD ANY OF THE ABOVE DESCHIBED POUICIES BE CANCELLED BEFORE THE EXPIRATION
Cjty of Hannibal DATE THEREOF, THE ISSUNG INSURER WILL ENDEAVOR TO MAR DAYS WRITTEN
NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT FALURE TO 0O SO SHALL
‘ 320 Broadway MPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE INSURER, ITS AGENTS OR
' Hannibal, MO. REPRESENTATIVES,
l 63401 AUTHORIZED REPRESENTATIVE
ACORD 258 (7/67) ® ACORD CORPORATION 1988

11



COMMERCIAL GENERAL LIABILITY

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

ADDITIONAL INSURED - DESIGNATED
PERSON OR ORGANIZATION

This endorsement modities insurance provided under the following:
COMMERCIAL GENERAL LIABILITY COVERAGE PART

SCHEDULE

Name Of Additional Insured Person(s) Or Organization(s)

City of Hannibal
320 Broadway
Hannibal, MO. 63401

Information required to complete this Schedule, if not shown above, willibe shown in the Declarations.

A. Section Il -Who Is An Insured.isiamended to include as an B. Withrespectto the insurance afforded to these additional insureds,
additional insured the person(s) or arganization(s) shown in the the following is added to Section Ill - Limits Of Insurance:
Schedule, but only with respect to liabilityxfor "bodily ‘injury",
"property damage*.or "personal and advertising injury" caused, in
whole of In'part, by your acts or omissions.or the acts or omissions
of those acting on your behalf:

If coverage provided to the additional Insured is required by a
contract or agreement, the most we will pay on behalf of the
addilional insured is the amount of insurance:

1. Required by the contract or agreement; or

1. Inthe performance of your ongoing operations; or

. . . 2. Available under the applicable Limits of Insurance shown in
2. In connection with your premises owned by or rented to you. the Declarations:

However: whichever is less.

1. The insuranceafforded to such additional insured only

. d This endorsement shall not increase the applicable Limits of
applies to the extent permitted by law; and

Insurance shown in the Declarations.
2. if coverage provided to the additional insured is required by a

contract or agreement, the insurance afforded to such

additional insured will not be broader than that which you are

required by the contract or agreement to provide for such

additional Insured.

© Insurance Services Office, Inc., 2012 Page 2 of 2

12
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ATTACHMENT A
HISTORIC DISTRICT - REQUESTED STREET CLOSURES

If you are not using this map due to it not being the accurate area of your event, then you MUST submit your own map.

NORTH STREET

To Third Street N a To river
|
Friendship Brewing Co. I
0000000 €
y -------
Y-Men's H
0000000 Pavilion :
o) o
o o
8 S
3 HILL STREET 8
c o
o o
Trailhead 1
I
a @fBuilding __
N M |
| Public A |
e ________________Ezr_klng_ | e
y N y
Public !
Parking i
o o o o)
o o o o]
8 S S 8
S S 9 BIRD STREET S
o) o) o e
o o o e}
a S a
| T |
| R |
e E e
y E y
T
o) o o o
g g g g
b3 8 bd CENTER STREET 8
(e o] (o] o
O (o] o o
]
Mark Twain '
a | Museum | a
| |
| |
e e
y y
0000000
BROADWAY

Q000000 |ndicates the optional road closures, ONLY circle those where you request to have the road closed. It is
not optional to block off any further on the North end of Main other than what is listed as an option.



ATTACHMENT B
City of Hannibal, City Clerk's Office
VESDORISHDUENTIRASINODANSPRIORIOBENE 320 5roacway | Hannibal, MO 63401 | (573) 221-0111, opt. 7

email to: bdooley@hannibal-mo.gov

Type of Sales: Retail,

Vendor Business Name Owner Name Address City, State, Zip Food, Liquor
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