CITY OF MACON 

SPECIAL EVENT PERMIT PROCEDURE 

Individuals, organizations and agencies wishing to conduct special events on City owned property, rights-of-ways or public streets are required to obtain a permit in advance.  Special Events Permit must be obtained from the Public Works Department for any event to include (but not limited to) the following:

Block Party
Carnival
Street Closing
Ceremony
Protest/Rally

Concert
Park Event
Performance

Festival

Parade
Road Race
Filming

Walk/March

APPLICATION GUIDELINES

These guidelines pertain to all of the downtown areas and city streets including Cherry Street Plaza and the Music Plaza.  A nominal fee is charged for all Special Events Permits.  The fee schedule is attached as a part of this guideline.

The organizer of a special event must fill out the application and return it to the Public Works Department not more than 12 months or less than 45 business days prior to the start of the event.   However, the Public Works Department will process all permit application requests as soon as possible upon receiving all the required information.

Events sponsored by the City of Macon have first priority for use of any city property or right-of-way.  Applications for Special Event Permits are processed in order of receipt of the fully completed application, and the use of the requested area is then reserved pending review of the application.    

In order to insure the public safety and protection of the City of Macon, its businesses and citizens, and to avoid conflict between events by assigning the same time and location to two or more events, the City of Macon reserves the right to refuse or require changes to a permit application, relocate or terminate a permitted event.

EVENT REQUIREMENTS

The following requirements apply to events held on City Property:

1. Security and/or traffic control:  The applicant is responsible for security and/or traffic control.  The Public Works Dept. will determine requirements in consultation with the City of Macon Police Department, and the applicant will be notified concerning any special security requirements.

2. Safety: It is the responsibility of the event organizers to insure the public safety and protection of its employees, participants and citizens; and to provide evidence of a safety and emergency plan.      
3. Litter Control: The applicant will be responsible for pickup and removal of all litter and debris from City property immediately after the event.  Permittee is responsible for all costs should the City be required to clean up following the event.

4. Beverages: No bottles will be permitted on City property.  Beverages should be served in paper or plastic cups.

5. Noise: Permission to include music or amplified sound, including megaphones, as part of a special event must be obtained.  The City reserves the right to limit the sound amplification equipment so that it will not disturb non-participating persons around the event.  Complaints of loud, disturbing or unnecessary noise can result in the immediate revocation of the permit.

6. Fireworks: Permission for the use of fireworks will be coordinated with the Macon/Bibb County Fire Department.  Applicants must include a site plan showing the proposed location for the fireworks.  The use of fireworks will be restricted to licensed personnel.      

7. Tents: Applications requesting the use of tents must provide a site plan showing the location of the tent(s) and a copy of the certificate of flame retardancy.  The Public Works Dept. will consult the Fire Department and the Inspection and Fees Department who must give final approval of tent permits.  Tents and other temporary improvements installed for an event must not cause any permanent damage.

8. Insurance and Liability Requirements: Applicants assume all risks incident to or in connection with the permitted activity and shall be solely responsible for damage or injury, of whatever kind or nature, to persons or property, directly or indirectly arising out of or in connection with the permitted activity or the conduct of applicant’s operation.  Permittee expressly agrees to defend and save the City of Macon, its officers, agents, employees and representatives and hold the City harmless from any penalties for violation of law, ordinance, or regulation affecting its activity and from any and all claims, suits, losses, damages, injuries, costs, and expenses, including, without limitation, reasonable attorney fees and other litigation expenses, directly or indirectly arising out of or in connection with the permitted activity or conduct of its operation or resulting from negligence or intentional acts or omissions of applicant or its officers, agents and employees.  Liability insurance from an “A” rated Insurance Company in the amount of $1,000,000 with no deductible for each occurrence naming the City of Macon, as an additional insured is required for events held on property owned or controlled by the City.  Host Liquor Liability coverage for lessees and sponsors will be required with the limits of liability determined by the City of Macon Finance Officer. Event sponsors and coordinators must have local and State business licenses, if required.    

9. Temporary Wiring and Electrical Service: If an applicant requires additional power other than what is currently available, the application must include the minimum power needed and its intended use.  The City provides the power supply but it is the responsibility of the applicant to have a certified electrician make all connections into the service panel.     

10. Signs and Banners: The use of signs and banners must be approved and the application must include the size, number and location.  It is the applicant’s responsibility to remove immediately after the event.  

11. Road Races, Walks and Marches: Applications for road races, walks and marches must include a site map showing the proposed route, anticipated water stops, the date/time of the event and the number of volunteers working the event.  A special committee composed of the Public Works Department, City of Macon Engineering Department, City of Macon Police Department Traffic Division, the Macon/Bibb County Emergency Management Agency and a representative of the Macon Tracks Club will review these applications.  NOTE:  THE CITY OF MACON RESERVES THE RIGHT TO CANCEL, CHANGE OR RELOCATE TO A DESIGNATED AREA ANY ROAD RACE, WALK OR MARCH THAT DOES NOT MEET ALL THE REQUIRED SPECIAL PROVISIONS OF THE PERMIT.         

12. Street Closures: The Public Works Department must approve blocking of all or a portion of a city street in consultation with the City of Macon Police Department Traffic Division.  The blocking of a State Route will be coordinated with the Area Engineer of the Department of Transportation and the City of Macon Police Department Traffic Division.  The event organizer must submit along with the application a drawing showing the streets to be blocked.  A Letter of Notification will be sent by the Event Sponsor to the businesses affected by the street blocking prior to the permitted event.  Permittee must maintain a twelve- (12) foot lane on all blocked streets for emergency vehicle access.

13. Alcohol: If the applicant is requesting the sale or consumption of alcohol, procedures and logistics for serving must be submitted with the Special Event Permit Application.  These should include, but are not limited to: hours of operation, site diagram showing dispensing locations, security procedures (volunteer and uniform staffing, ID checking, and dispensing operations), enclosure requirements, parking location of beer trucks, etc.  Consideration will also be given to whether alcohol sales create potentially dangerous situations due to the nature of the event.  Permission to serve or consume alcohol may be granted by the City as part of the Special Event Permit; however, such service must comply with all State of Georgia Alcohol Beverage Permit regulations.  The City reserves the right to revoke the permit or require the applicant to discontinue alcohol sales and service whenever the consumption by participants becomes excessive, or when over a period of time participants regularly demonstrate obnoxious, loud or other inappropriate behavior during or after events.  All participants consuming alcohol must wear an identifying armband to indicate that they are of legal drinking age.     

14. Vendors and Food Service: Applicants requesting the permit of non-food vending for an event must comply with the City Ordinance regulating such sales.  Food service applications must be so noted on the application and will be permitted in conjunction with the Bibb County Health Department and/or the Department of Agriculture.     
15. Supervision: Applicants must provide sufficient adult supervision to insure the safety of participants, onlookers and property.  Names of each supervisor must be submitted with the application.

Except as provided by law, the City of Macon is under no obligation to issue permits for the use of its streets, sidewalks, plazas, buildings, parks and other facilities for special events.  In deciding whether to issue a permit, or in resolving possible conflicts between applicants, the following points will be considered:

· The number of participants

· Beneficial impact upon the City 

· The appropriateness of City property for the intended use

· The likely impact on City property of the Special Event

· Impact on downtown businesses

· Anticipated traffic conditions

· Adequacy of adult supervision for minors

· The availability of City personnel whose presence may be required

· The adequacy of public property at the proposed location

· Probable impact upon the ordinary and customary uses of nearby properties

· This listing of factors does not preclude the reasonable evaluation of other factors and equitable considerations

If the permit is approved, the applicant shall be subject to all City, State and Federal laws and regulations as they apply to the event.  Failure to do so will result in revocation of the permit.  The Permittee must have the permit on site at all times during the event.   

FEES AND CHARGES

7/1/09

The City of Macon charges a nominal fee for Special Event Permits.  Applicants are required to include the fee(s) along with the application:






Non-profit
     Profit
     Out-of-County

1. User fee



$90/hr.
     $150/hr.          $300/hr.

(above fees are for a minimum of 2 hours)

or $600/day         or $900/day   or $1,150/day 




2. Damage deposit                  
$500 min.   
     $500 min.  
     $1,000 min.
(Damage, City svc. Etc.)

3. Utility fee 


            $30/hr. 
     $30/hr.  
     $30/hr. 

(above fees are for a minimum of 2 hours)

4. Security and/or traffic                $25/hr/officer     $25/hr/officer $25/hr/officer

control fee


(above fees are for a minimum of 2 hours) 





NOTE: Additional fees may apply when City Services are requested above and  


 beyond the normal work.




SPECIAL EVENTS PERMIT APPLICATION

This application must be completed and forwarded to the City of Macon Public Works Department not more than 12 months before the event or less than 45 business days prior to the first day of the event.  Any misrepresentation in this application or deviation from the final agreed upon permit may result in the immediate revocation of the permit.  All questions must be fully answered.  If a question does not apply, please write, “does not apply” in that space.  Please type or print the information clearly.  Additional sheets may be attached as necessary.

The information on the Special Events Application Form will determine your eligibility for the permit requested.  Incomplete applications will be returned to the applicant.  


Name of Event and Sponsor:                      _________________________________________


Date(s) of Event: ______________________________________________________________


Time(s) of Event: ______________________________________________________________


Location of Event: _____________________________________________________________


Contact Person Day of Event: _________  

 Cell #______        __ Pager #  _    ___ __


(Must be accessible at all times during event)


Person in Charge of Event (Applicant): ___________________________________________


Organization Represented: _____________________________________________________


Phone: (Home) _______________________    (Work) ________________________________


Street Address: _______________________________________________________________


E-Mail Address: 











City: _______________________
State: ______________ Zip Code: __________________


Is your organization a non-profit organization? 
yes
no


If yes, please provide your 501-c-3 number: _______________________________________


Do you anticipate serving or selling alcohol during the event?
yes
no


Will you be using amplified sound?  yes  no  If so, what will it be used for: ______________

Liability insurance is required.  Is the City listed as co-insured?     yes      no


(Current insurance certificate must be included with application)

Expected number of participants/attendees: _______________________________________

Event Description:
Describe the type and size of event (location, area requested, stages, entertainment, etc.).  Please include all required drawings showing the streets to be blocked, placement of tent(s), parking, alcohol service areas and banner placement.

The event will begin: ___________________
The event will end: __________________________

Setup will begin: ____________________
 Clean-up/Take-down will end: _______________________
Event Setup:

Will tents be used for the event? _________ List how many and the location(s), ___________________

Please describe the size and type of tents: __________________________________________________

Will any signs or banners be erected?
yes
no

If so, please list size and locations: ________________________________________________________

Describe any power needs and location of power sources: ____________________________________

Will generators be used?
   yes    no

Have arrangements been made for restroom facilities?  yes  no    Location: _____________________

Will food items be served or sold?    yes    no

Will gas cookers be used?     yes      no
type:_______________
location:____________________


Describe trash containers needed and event clean up: _______________________________________ 



City Services:
Do you need the City of Macon to provide the following?

(NOTE-Reimbursement to the City will be required for these services for any after hour’s work)

Roll Carts:
yes
no
How many? _________ Location? _________________________

Barricades:
yes
no
How Many? _________ Location? _________________________

Will City personnel be responsible for placing barricades?

yes
no

Will City personnel be responsible for street, sidewalk, and plaza clean up?

yes
no

Safety and Security:
What type of arrangements has been made for medical assistance if needed?

Explain provisions made for crowd, traffic control and police personnel employed:

Event information:

Rain policy for Event: (please explain)

For coordinating purposes, police officials can best contact the Chairman during the event at:


(Location)




(Phone Number)

HOLD HARMLESS CLAUSE:

Permittee/organization shall assume all risks incident to or in connection with the permitted activity and shall be solely responsible for damages or injury, of whatever kind or nature, to persons or property, directly or indirectly arising out of or in connection with the permitted activity or the conduct of permittee’s operation.  The Permittee hereby expressly agrees to defend and save the City harmless from any penalties for violation of law, ordinance or regulation affecting its activity and from any and all claims, suits, losses, damages, injuries, costs and expenses, including, without limitation, reasonable attorney fees and other litigation expenses, directly or indirectly arising out of or in connection with the permitted activity or conduct of its operation or resulting from the negligence or intentional acts or omissions of permittee or its officers, agents and employees.

Applicant’s Signature: _____________________________________________ Date: _______________

Return Application to: City of Macon Public Works Department, Special Event Permit Office, P. O. Box 247, Macon, GA 31202

Event Checklist:
The following items must be submitted in order for your permit to be processed.

_____ 
Completed Permit Application.

_____
Check made out to the City of Macon covering all fees.

_____
Sketch or diagram of the event and/or streets to be blocked.

_____     Safety and emergency plan along with security measures.

The following item must be submitted before the permit will be issued.

_____
Liability insurance certificate in the amount of $1 million dollars listing the City of Macon as co-insured as outlined in the guidelines.

SPECIAL EVENTS PERMIT APPLICATION SUMMARY

1. Application Administration—City of Macon Public Works Department

2. Alcohol permit—include all pertinent information relative to the site location, hours of operation, ID checking and control, and security procedures on application

3. Non-food vending and food vending permits—Public Works in conjunction with the Bibb County Health Department 

4. Road races, walks and marches—Special Committee composed of the Public Works Department, City of Macon Police Department Traffic Division, Macon/Bibb County EMA and the Macon Tracks Club.  Include a site map showing proposed route and water stops, date/time and number of volunteers working the event.  

5. Street closing permit and security requirements—Public Works Dept in conjunction with the City of Macon Police Department Traffic Division

6. Security and/or traffic control—include all pertinent information on application

7. Sign and Banner permit—site plan showing size, number and location

8. Fireworks—Public Works in conjunction with the Macon-Bibb County Fire Department

9. Tent(s)—site plan showing the location(s)

10. Temporary wiring and electrical service—Public Works in conjunction with the Electrical Division of the City of Macon Central Services Department.                                                             

5
4

