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Background

Community Events

Public activities are an important part of Kingsville’s:

· Redevelopment
· Community-wide Economic Development
· Quality of Life Enhancement through Education and Entertainment
· Support of the Sense of Community Pride, and
· Expression of Heritage and Culture.

The City of Kingsville encourages community events of all kinds, large and small, and wants to facilitate their planning, execution, and success.  

The City of Kingsville annually contributes facilities, materials and staff time in support of community events.  Our events may well multiply in number and grow in size.  We wish to provide our community groups and event organizers with a clear process for event management and the City needs a clear budgeting process.  
There are permit and service fees related to the hosting of events.  The City encourages many community events for the promotion of the City and for the enjoyment of its citizens and visitors.  The City endeavors to reduce the financial burden on community nonprofit groups that host events and needs the cooperation of those groups.

In this document we provide guidelines for use of space and services for community events.  This allows for coordination, avoidance of conflicts, more streamlined planning and reduced expenses for successful events.
In addition to neighborhoods, parks and other sites, Kingsville offers several distinct downtown venues for public events that can be used singly or in combination – for special events, sales events, festivals, and parades –that benefit:

· The overall community
· The image of the community to our potential visitors

· Community groups 

· Existing, local, retail businesses  

· Overall economic activity
· The collection of sales tax
Principles of Event Management

· Public health, safety, welfare, cleanliness and environmental protection

· Community standards and character

· High quality entertainment, education, shopping, and recreational opportunities
· Strategic planning and advance notice
Annual Planning for Festivals, Events, and Parades

Several times a year, the Tourism Services Staff of the City of Kingsville will invite prospective festival, event, and parade organizers to an open meeting to discuss upcoming events.  Topics might include:
· Discussion of event purposes & themes (raise funds, visibility, celebration, etc.) 
· Check for potential conflicts and opportunities for coordination

· Sponsorship opportunities and expectations
· Check proposed dates for potential conflicts and for piggybacking
· Inspecting potential venues and matching to events
· Target market, calendars, media, marketing, and schedules 

· Match marketing to target markets
· Assigning Tourism Services Staff for each event
· Emergency and foul weather plans

· Responsibilities for safety, security, parking and cleanup

· How City of Kingsville might support events

· Permits, licenses, insurance, sales tax, etc.

Such planning meetings will allow all organizers to benefit from each other’s experience and will allow for the City of Kingsville to budget and plan for staff, equipment and/or material needs for the events.   Such participation or other advance notice is required for the waiver of permit and service fees.
Event Permits - General

 Festival, event, and parade organizers meet with Tourism Services Staff prior to submitting permit application(s).  Several types of permits, service requests and/or submissions may be required for community activities:
· Alcohol permits

· Barricades

· EMT services
· Food vendor permits from Health Department

· Licenses

· Parade/Street Closure permits

· Porta-potty services  

· Proof of general liability insurance
· Sales tax collection arrangements

· Security services

· Trash services

Event planners shall submit a Event Summary Form to the City Permitting Customer Service Representative who shall coordinate the review of plans with:  Tourism Services Staff, Police Department, Fire Department, Engineering Department, Public Works Department, Planning Department, and Health Department, etc., and instruct the applicant on permits to be required. 
Permits are then reviewed by the Tourism Services Staff and other department heads for appropriate action which may include granting permission, denying permission, providing alternative permission, or forwarding to the City Manager.
The City Manager has the discretion to approve some events or to forward those that require waivers to the City Commission for final review and approval.

The Tourism Services Staff shall notify applicants of approval/approval with amendments/disapproval and shall notify department heads.   

FREQUENTLY ASKED QUESTIONS

1) When you are talking about street closing - what street? 

Street closings refer to the temporary impeding or eliminating of traffic from any City street.

            

2) What constitutes the various types of events? 
· Neighborhood events are block parties or similar small events in small area of minor streets without admission fees or sell anything.  Residents must be informed/give assent

· Small events are adjacent to a school, church or other institution and not involving a major street 
· Large events are everything else, especially involving important street(s) and extensive blocking/detouring of traffic
3) What are reimbursable expenses? 

The City incurs expenses in having Street crews deliver, set up and retrieve barricades and trash cans, sweep streets, etc.; Police direct traffic, Fire department have personnel and equipment on call, etc.  All of these services can be reimbursable 

4) Under food license: What counts as an establishment? 

Anyone selling food requires a license: restaurant, temporary food service, food processing, mobile units, seafood peddlers, fruit and vegetable stands, retail food sales.

5) What constitutes a licensed vendor? 

All vendors, peddlers, commercial solicitors, and itinerant merchants are required to be licensed.  Such licenses do not permit vending or soliciting operation on City sidewalks except along parade routes.  Parade vendor permits have distinct requirements and separate permit fees 
6) What is a Charitable Street Solicitation? 

There is a distinct code section for charitable organizations, defined as having recognition under section 501 c of the IRS code, for soliciting in the street at intersections.    There are gaps in code language that might affect charitable organizations vending, peddling, or soliciting.  City Ordinances respect rights to “legitimate and honorable commercial activities” and want to protect “public health, safety, and welfare”.   We can help any organization avoid any pitfalls in ways that are reasonable.  
7) What do we have to do to get City support and/or waivers of fees? 

The City has ordinances that allow for charges for permits, charges for services, and even participation in proceeds from events.  However, the City often waives fees and provides services without cost.  There are a couple of conditions for that assistance:

· The City looks for measurable benefits from the event that accrue to the larger group of taxpayers –  either in economic development, quality of life, or community pride.

· The City expects to be recognized as a sponsor of the event. 
Downtown Event Spaces

· Parking lots west of railroad between King and Henrietta Avenues, with potential closing of Yoakum and/or Kleberg Avenue(s) in the area – for festivals and small events 

· City land just east of railroad between 1904 Depot, Henrietta Memorial and 6th Street, with the potential closing of Yoakum and/or Lee Avenue(s) for festivals and Small events. 

· Yoakum Avenue between 6th and 8th Streets, with the potential closing of 7th Street between Yoakum and Kleberg Avenues for festivals and small events.

·  Parking lots along Yoakum Avenue between 6th and 8th Streets for festivals and small events 

· Kleberg Avenue, block by block, with potential closings of cross streets, as needed for festivals, large events, or parades

· Yoakum Avenue, block by block, with potential closings of cross streets, as needed for festivals, small or large events, or parades
· A combinations of the above

· Other
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Considerations for Events

Accommodations with Businesses

Public spaces in Kingsville, including downtown, are the living rooms of the community. Downtown is also a “shopping center” - with many diverse businesses.  The location and scheduling of events involves the needs of affected residents, property owners, and businesses as well as the needs of the sponsor and the larger community.  Days and hours of activities and access for activities will be coordinated with those affected.   Street closings may require permission from eighty percent of tenants or property owners abutting the street to be closed. 
Consideration should be given to whether vendors offer unfair competition to local businesses.  And, consideration should be given to the location of vendors.  For example, restaurants might not want food vendors located right outside their doors and jewelers might not want jewelry vendors in front of their stores. 

Local Businesses and local service clubs should be given consideration for event vendor opportunities.

Arrangements for the collection of local sales tax shall be made, as appropriate.

Breakdown

The event sponsor is responsible to shut down its event on time and for teardown of all fencing, booths, lighting and other equipment and is further responsible for all clean-up in the event area and adjacent private property.

Alcohol
Festivals and events involving sale or use of alcohol must comply with all City, County, and State ordinances and policies.  Liquor liability insurance is required in addition to general liability insurance.  Alcohol is prohibited in parks within City limits.
Permit applications for festivals or events involving alcohol must be submitted well in advance of the scheduled date.

Alcohol permit applications must:

· Adequately describe boundaries/locations of alcohol use and/or sales 
· Show location and description of fencing

· Show location(s) of entries/exits 

Public Safety 

Large events may be required to provide a Security and Emergency Plan that plans for first aid, lost children and/or public safety command centers and that provides numbers and make-up of security personnel (active duty police, off-duty police, volunteers, etc.) and the location and/or access plans for EMT and ambulance(s). 

All equipment, trailers, booths, tables, canopies, tents, amusement devices and/or vehicles shall be kept from City streets except during hours of street closing.  Arrangements are to be made for continuous cleaning and for the removal of all equipment, trash, debris etc. within 12 hours of the conclusion of the festival or event.  All construction, electrical services and plumbing shall comply with relevant codes.
Insurance and Indemnification
When required, organizers must provide proof of any required liability insurance prior to the scheduled occurrence, showing the City of Kingsville as an “additional insured” and must execute a City liability release.  
Water and Restrooms

Potable water must be made available.  Small events may rely on existing restrooms if appropriate and accessible.  Larger festivals and events must provide adequate public restrooms. Larger festivals and events additionally must provide ADA public restrooms. 

Fees

Individual City departments charge fees for permits and services
Overhead Banners

Applications and fees for temporary overhead banners must be submitted to the City of Kingsville Planning Department.  All temporary overhead banners must be installed, maintained, and removed in accordance with guidance of the City of Kingsville.   

Street Closures 
The City of Kingsville desires to match festivals, events and parades to venues with the goal of providing the best space, access, visibility, and parking based on the character and size of expected attendance balanced against the other potential competing uses.   
Railroad
Our community is bisected by an active rail line.  Care must be taken when planning parade routes as well as when planning access to other events and event parking.  
Parking

Larger festivals, events, and parades may require a parking, signage and access plan to facilitate adequate access and parking without undue adverse impact on others.

Parades    
· Parades may be characterized by:

· Number of participants

· Day of week and time of day

· Relevance to majority of community

· Impact on tenants and property owners
· Desired parade route 
· Impact of road closings and traffic detour

· Impacting State roads requires TXDOT approval
· Parade permit applications require a discussion with the Tourism Services Staff prior to submission of Parade/Street Closing Permit 
· Parade permit application must be submitted well in advance of the occurrence. 
· Application must include a map that shows staging area, route & disbanding area 

· All parade participants riding on floats or vehicles must have seatbelts, handholds, or back supports securing them when float or vehicle is in motion.  No riding on hoods or other unsecured locations
· All motorized float or vehicle drivers must have valid drivers licenses and vehicle liability insurance   

· Design of float or vehicle must not restrict vision of or operation by the driver

· Floats are limited to 20 feet in width, 15 feet in height, 55 feet in length, with 1 foot of ground clearance (not flexible skirting) and reasonable turning radius

· Portable generators must be securely mounted with at least 1 foot of clearance for combustible materials.  A fire extinguisher must be provided with generator

· Structures, decorations, lighting, wiring, and other equipment must be adequately secured to the float or vehicle to prevent injury to rides, drivers, and spectators.

· Once the float or vehicle is in line-up position, the driver must remain with it

· Candy or other “throws” distributed from floats or vehicles require permission

· Water guns, silly string, potato guns, or other items potentially dangerous to spectators requires permission  and must be requested in application

· No alcoholic beverages are allowed in parade

· Parade organizers are responsible for debris and livestock excrement cleanup immediately following the parade 
· Parade route must remain as permitted
Trash and Debris

· Activity organizers are responsible for trash and litter cleanup during and immediately after their occurrence.  

· Activity organizers are responsible for their vendors’ trash and debris

· Activity organizers are encouraged to request roll-out trash receptacles and/or dumpsters, as needed along with their application(s).   

· Activity organizers and/or their vendors or participants are not to use roll-out trash receptacles and/or dumpsters of property owners without permission.
· Street sweeping can be provided prior to and after the event. 

Vendors

· A vendor is an individual/group who sells/provides services on, or adjacent to, an event site.
· Vendors are permitted to vend upon city sidewalks, streets, or properties four hours prior to, during, and one hour after any permitted event or parade subject to terms of event, street closing and vendor permits. 
· Temporary vending permits may only be issued to vendors with a valid Texas Sales & Use Tax Permit or arrangements may be made with an entity with such a permit to collect and submit sales tax on behalf of a Kingsville location.
· Festival/event/parade organizers are responsible for vendors, vendor booths, and the placement and services provided to booths, as well as hours of operations, set-up and break-down, access and parking.
· Permit application(s) are to describe utility needs of vendors and location of all potential vendor booths.

· Vendor booths shall be arranged to allow for emergency access along street, sidewalks, and into properties.

· Stages and other recreational, entertainment, or demonstration venues are considered separately from vendor booths

· Vendors who provide food require a separate permit from the Health Department. All individuals must have a food handler’s card. Temporary food establishments must comply with Health Department and Fire Department requirements.  
· All cooking equipment, including BBQ grills, stoves, fryers and warmers must be in a secure area and protected from the public. No grills, fires, grease or other equipment is allowed that will burn or damage the grass or pavement.

· No glass beverage containers are allowed

· For profit vendors are responsible for sales taxes

· Activities to be held in unoccupied structures require fire marshal and building official inspections and proof of liability insurance.

· No stakes are allowed in the ground or in the street without advance permission as part of permit. 

· Amusement devices such as kiddy trains and inflatable castles must be granted permission in advance

Private Property

Private property, or utilities or services from private property, may not be used without the express written permission of the property or business owner. The activity sponsor is required to notify property owners within one block of the event area of the upcoming event at least one week in advance of the event. Such property owners may require barricades or otherwise protection of their property from use by the public.  
Fire regulations

· Open flames require Fire Department approval

· All electrical systems must be in safe working condition and secured in such a way as to prevent tripping

· All compressed gas cylinders shall be secured 

Wrap-up meeting

Activity organizers are responsible for holding a wrap-up meeting with the Tourism Services Staff other parties if requested. 
Discretion

· The City of Kingsville has the right to refuse a permit or stop a festival, event, and/or parade at any time at its sole discretion.
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Event Check Sheet

Sponsors

What about event might interest potential sponsors?
· Tangible/intangible
· Hospitality 

· Market value

Assemble sponsor benefits package.  Target audiences, venues, facilities, and materials, advertising, etc. to potential sponsors


Make case for sponsorship:


· Visibility

· Target market

· Affect customers attitudes

· Sales

· Entertain clients

· Recruitment

Determine sponsorship levels:  Name; Presenting; Associate; Supporting; Official Supplier.  Give sponsors support, services, thank you and recognition

Volunteers
· Identify positions needed

· Title, benefits, reporting requirements, skills needed, goals and objectives, hours needed, location, training, feedback, safety, recognition, “rewards” tangible/intangible
Staff Assignments: registration, hosts/hostesses, setup, take-down, cleanup, traffic, safety & security, supplies, finance, etc
______________________________________________________________________
______________________________________________________________________

______________________________________________________________________
Site Plan 

Drawing of tables, staging, lighting and technical plan___________________________

Who will be accommodated, who will not be accommodated by site________________

_____________________________________________________________________

Who should be notified? __________________________________________________
______________________________________________________________________ 

Facilities______________________________________________________________

Usable square footage ___________________________________________________

Location of entrances and/or loading dock, keys and hours _______________________

______________________________________________________________________

Traffic flow_____________________________________________________________

Registration area _______________________________________________________

Lighting controls/power availability/supplemental power _________________________ 

_____________________________________________________________________ 

Décor________________________________________________________________ 

Entrance, ceiling, stage, stage, tents, booths _________________________________
_____________________________________________________________________

Facilities contact(s)_____________________________________________________
Capacities____________________________________________________________ 

Floor plan, dimensions, ceiling height/clearances______________________________
_____________________________________________________________________ 

HVAC system__________________________________________________________

Smoking/nonsmoking____________________________________________________

Exits, entrances, ingress and egress ________________________________________
_____________________________________________________________________ 

Water source(s)_________________________________________________________ 

On-/off-site catering______________________________________________________ 

Disability access________________________________________________________________ 

Green room ___________________________________________________________ 

Kitchen facility-available equipment, location, size______________________________ 

Available storage________________________________________________________           

Staging areas(s)________________________________________________________ 

Lost and found-items, children______________________________________________ 

Signage-traffic control ____________________________________________________

Decor rental available____________________________________________________ 

Trash disposal-dumpsters, recycle__________________________________________

Dressing rooms ________________________________________________________

Coat-check service______________________________________________________

Room dividers __________________________________________________________

In-house support ________________________________________________________

Decor restrictions________________________________________________________ 

Setup/breakdown hours___________________________________________________ 

In-house audiovisual equipment list__________________________________________ 

Shade________________________________________________________________

Type, sizes, and color of tents______________________________________________ 

How tents to be secured__________________________________________________

Marking booth or other venue locations on floor or on ground________________________________________________________________

Getting utilities to booths or other venues_____________________________________

Matching vendors/attractions to locations_____________________________________

Parade Units (floats and modified vehicles ___________________________________

Restroom Facilities______________________________________________________ 

Permanent or temporary__________________________________________________ 

Location and number of units______________________________________________

Supplies and service_____________________________________________________ 

Water supply needed_____________________________________________________

Lighting and Power______________________________________________________

Existing or temporary ____________________________________________________

Overall Power Requirements ______________________________________________

Functional lighting/decorative lighting________________________________________ 

Location ______________________________________________________________

Security ______________________________________________________________

Armed/unarmed ________________________________________________________

Plainclothes/uniformed __________________________________________________

 Number of security checkpoints/roaming____________________________________ 

Alcoholic beverages_____________________________________________________ 

License_______________________________________________________________

Hours_________________________________________________________________

Restrictions____________________________________________________________

Limited access_________________________________________________________

Permits and Licenses ____________________________________________________ 

Parking________________________________________________________________

For staff, rigs, trailers, guests, valet__________________________________________ 

Parking permits_________________________________________________________

Drainage______________________________________________________________
Traffic ______________________________  Traffic Direction____________________
Street Closing__________________________________________________________

Police or volunteers______________________________________________________

Equipment (cones, signs, vests, flags, flashlights)______________________________

Advance Notice_________________________________________________________

Vehicles needed/Drivers__________________________________________________

Restrictions, requirements, and instructions___________________________________  

Signage _______________________________________________________________

Billboard, event notice, traffic patterns, parking, directions, sponsors, emergency info 

______________________________________________________________________  

Liability insurance (Including Liquor Liability)__________________________________

Workers' compensation___________________________________________________

Caterers, Food Vendors, Cook-off participants

Requirements: power, water, kitchen facilities and equipment, access 

______________________________________________________________________

Health Permits_______________________ Hours______________________________

Guest ratio for buffets and bars ____________________________________________

Walk-up bars or cocktail service____________________________________________
Entertainment 

Equipment List-Rentals and Purchases ______________________________________
Tables/chairs __________________________________________________________

Stage-type, size, height___________________________________________________ 

Dressing rooms_________________________________________________________ 

Performance schedule____________________________________________________ 

Hair/makeup/costuming requirements________________________________________ 

Sound requirements, speakers, amps, mikes__________________________________ 

Screens, projectors______________________________________________________

Lighting-functional/ambient ________________________________________________

Assigned contacts_______________________________________________________

Contingencies 

Emergency Risk Management _____________________________________________
First aid/EMS/fire marshal ________________________________________________

Contact information and chain-of-command __________________________________ 

Fire extinguishers, type, location and quantity _________________________________ 

Flame-resistant materials_________________________________________________

Rain/flooding___________________________________________________________ 

Loss of power __________________________________________________________

Speaker/emcee/entertainer cancels_________________________________________ 

Budget

Revenue opportunities 
(Sponsorship, ticket sales, donations. concession sales) _______________________ 

____________________________________________________________________ 

Expenses printing, permits, insurance, speakers, food, supplies, security) 

____________________________________________________________________

Financial management__________________________________________________

Planning

Select chair and members of your planning committee __________________________

Select chairs for subcommittees such as refreshments, setup and cleanup, tour guides, traffic, security and safety, volunteers, speakers, and invitations._____________________________________________________________
_____________________________________________________________________

Organize volunteers for each committee._____________________________________

Develop a master plan and set the event date._________________________________

Purpose, goals, and objectives_____________________________________________

Match the type of event to its purpose________________________________________

Working committee with broad representation._________________________________ 

Target groups for support and for attendance__________________________________

Start planning at least three months, and in many cases, a year ahead of time. 

______________________________________________________________________

Develop measurable event objectives: attendance, the amount of money raised, etc. 

______________________________________________________________________
Formulate a publicity plan. Decide when/how media should be contacted. Be sure to alert the media of photo and interview opportunities. 

______________________________________________________________________

Prepare copy for program and printed materials.__________________________________________________________

Hold a "tie down" meeting the day before the event Distribute a schedule of events to each committee member. Discuss assignments. Distribute identification badges. Answer any questions. 

______________________________________________________________________

Set up several registration tables and stagger tour schedules to avoid bottlenecks. 

______________________________________________________________________

Distribute a program as guests arrive, so they know what to expect.________________
Publicity 

Inform, educate or entertain _______________________________________________ 

Increase awareness, attendance, or audience ________________________________ 

Marquees, school newsletters, church announcements, newspapers, magazines, cable and commercial TV and radio stations. Make a detailed list with names of whom to contact and when. ______________________________________________________________________

Miscellaneous

Pre-event calendar______________________________________________________

Post-event calendar_____________________________________________________

Contract development, deposits, contracts ____________________________________

Legal requirements (City Attorney or others) __________________________________  

Rain date and procedures_________________________________________________

Talent cancellations______________________________________________________

Pre-event meetings______________________________________________________ 

Contact/coordination with City, County, Chamber of Commerce, Convention and Visitors Bureau, Historic Kingsville Downtown Development Association, Tourism Services Staff, County Parks Department, Women’s’ Club, Kingsville Next Generation, TAMUK,  NASK  ______________________________________________________________________

Special trash pickup _____________________________________________________
Police_________________________________________________________________

Sheriff________________________________________________________________

Fire Department_________________________________________________________

Health Department_______________________________________________________

Equipment operators ____________________________________________________
Permits_______________________________________________________________

Adult-to-child ratio_______________________________________________________

Overnight accommodations _______________________________________________
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Event Scheduling Checklist
6 to 12 Months Ahead

___ ___Decide event purpose (raise funds, visibility, celebration, etc.)

___ ___Choose a theme
___ ___Check with Chamber, KHDDA, Tourism Services Staff, KISD, County Parks, TAMUK, City, County, Police, etc. for conflicts/coordination

___ ___Check proposed date for potential conflicts, finalize date in writing

___ ___Visit potential sites

___ ___Decide on target market: Kingsville, TAMUK, Corpus Christi, San Antonio, Winter Texans, or beyond; specific affinity group(s) or general population

___ ___Match marketing and advertising effort to market

___ ___Design Media and Marketing Plan

___ ___Appoint a Tourism Services Staff
___ ___Develop partnership plan with City
___ ___Select committees/chairpersons

___ ___Form subcommittees

___ ___Get cost estimates (site rental, food, drinks, sound/lights, etc.)

___ ___Get recommendations for entertainment; hold auditions

___ ___Get bids for entertainment

___ ___Get bids for decorations

___ ___Get bids for design/printing

___ ___Get bids for other major items

___ ___Think about cleanup

___ ___Finance committee drafts initial budget

___ ___Seed money and restrictions on seed money

___ ___Decide on admission cost

___ ___Create sponsorship amounts/levels

___ ___List items to be underwritten and possible sources

___ ___Approach honorees, hosts, speakers

___ ___Compile mailing and emailing list (individuals/businesses)

___ ___Get written contracts for site, entertainment, etc.

___ ___Develop alternative site(s) (outdoors/indoors; weather or other factors)

___ ___Develop CAD site plans

___ ___Consider pre-party event for publicity or underwriting

___ ___Invite/confirm VIPs

___ ___Begin logo, poster and invitation design

___ ___Order hold-the-date cards or other event announcements

___ ___Set marketing/public relations schedule

___ ___Develop press release and calendar listings

___ ___Select photographer; arrange for photos of VIPs, chairmen, honorees

___ ___Get biographical information on VIPs, celebrities, honorees, chairmen

___ ___Investigate need for special permits, licenses, insurance, etc.

3 to 6 Months

___ ___Begin monthly committee meetings
___ ___Submit application(s)
___ ___Write/send requests for funding or underwriting to major donors, corporations, sponsors

___ ___Request logos from corporate sponsors for printing

___ ___Review artwork for invitations, programs, posters, etc.

___ ___Prepare final copy for invitations, return card, posters

___ ___Prepare final copy for tickets

___ ___Complete mailing lists for invitations

___ ___Order invitations, posters, tickets, etc.

______ Sign contract with Entertainment Company

___ ___Make list of locations for posters

___ ___Finalize mailing lists; begin soliciting corporations and major donors

___ ___Obtain lists from honorees, VIPs

___ ___Obtain radio/TV sponsors, public service announcements, promos

___ ___Set menu with caterer for food and beverages

___ ___Secure permits and insurance

___ ___ Get written confirmation of celebrity participation/special needs

___ ___Finalize audio/visual contract

___ ___Select/order trophies/awards

2 Months Ahead
___ ___Hold preview party to coincide with mailing of invitations; invite media

___ ___Assemble/address invitations (with personal notes when possible)

___ ___Mail invitations, Distribute posters

___ ___Finalize transportation/hotel accommodations for staff, VIPs, honorees

___ ___Obtain contracts for decorations and rental items

___ ___Confirm TV/radio participation

___ ___Release press announcements about celebrities, VIPs, honorees

___ ___Follow up to confirm sponsorships and underwriting

___ ___Obtain logos from corporate sponsors for program printing

___ ___Review needs for signs at registration, directional, etc.

___ ___ All major chairpersons to finalize plans

___ ___Hold walk-through of event with responsible committees, chairpersons and responsible site staff members at event site

___ ___Review/finalize budget, task sheets and tentative timeline

___ ___Start phone follow-up for table sponsors (corporate, VIP, committee)

1 Month Ahead
___ ___Inspect site
___ ___Phone follow-up of mailing list (ticket sales)

___ ___Place newspaper ads, follow up with news media, on-air announcements

___ ___Confirm staff for registration, hosting, other

___ ___Write to VIPs, celebrities, program participants, confirm participation

___ ___ Get enlarged site plan/room diagram, assign seats/tables

___ ___Give estimate of guests expected to caterer/food service

___ ___Meet with all outside vendors, consultants to coordinate event

___ ___Review script/timeline

___ ___Continue phone follow-ups for ticket/table sales

___ ___Continue assigning seats; set head table, speaker's platform

___ ___Confirm transportation schedules: airlines, trains, buses, cars, limos

___ ___Confirm hotel accommodations

___ ___Prepare transportation and accommodations (include arrival time, flight number, airline, person assigned to meet flight)

___ ___Confirm special security needed for VIPs, event

___ ___Prepare welcome packet for VIPs, chairmen, and key staff

___ ___Schedule deliveries of special equipment, rentals

___ ___Confirm setup and tear down times with event site

___ ___Finalize plans with party decorator

___ ___Give caterer revised numbers
___ ___Check on all permits
___ ___Meet with chairpersons, key staff to finalize any of the above

1 Week Before

___ ___Meet with all committees for last-minute details
___ ___Meet with relevant City departments to review event plans and emergency plans
___ ___Finish phone follow-ups

___ ___Confirm number attending

___ ___Finish seating/table arrangements

___ ___Hold training session with volunteers; finalize assignments

___ ___Secure two or three volunteers to assist with emergencies

___ ___Finalize registration staff

___ ___Distribute seating chart, assignments to hosts/hostesses

___ ___Schedule pickup or delivery of any rented or loaned equipment

___ ___Double-check arrival time and delivery times with vendors

___ ___Reconfirm event site, hotel, transportation

___ ___Deliver final scripts/ timelines to all program participants

___ ___Finalize catering guarantee, refreshments

___ ___Confirm number of volunteers

___ ___Make follow-up calls to news media for advance and event coverage

___ ___Distribute additional fliers

___ ___Final walk-through with all personnel

___ ___Schedule rehearsals

___ ___Schedule volunteer assignments for day of event

___ ___Establish amount of petty cash needed for tips and emergencies

___ ___Write checks for payments to be made for the day of the event

Day Before Event

___ ___Lay out all clothes that you will need the day of the event

___ ___Recheck all equipment and supplies to be brought to the event

___ ___Have petty cash and vendor checks prepared
___ ___Make sure vendors and floats are “legal”
Event Day

___ ___Arrive early (with your change of clothes)

___ ___Unpack equipment supplies and make sure nothing is missing

___ ___Be sure all VIPs are in place and have scripts

___ ___Reconfirm refreshments/meal schedule for volunteers

___ ___Go over all the final details with caterer and setup staff

___ ___Check with volunteers to make sure all tasks are covered

___ ___Setup registration area

___ ___Check sound/light equipment and staging before rehearsal

___ ___Hold final rehearsal
___ ___Meet with City Tourism Services Staff
Post-Event Day

__ ___Cleanup
___ ___Remove all equipment and vehicles
Post-Event Week

__ ___Deposit all monies

__ ___Pay all bills

__ ___Distribute funds

__ ___Close books

__ ___Evaluate event with committees and with City
__ ___Fulfill its goals and objectives? Why or why not? 

__ ___What worked and what needs fine-tuning. 

__ ___Which vendors should be used again? 

__ ___What items were missing on the checklist? 

__ ___Was the event well attended? 

__ ___Informal and formal feedback

__ ___Was it worth doing? 

__ ___Thank all those who contributed

__ ___After the event, mail the printed program with an appropriate letter to "significant others" who were unable to attend.
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PERMIT NUMBER

________________
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IS AUTHORIZED TO CLOSE:



  HAS PAID TO THE CITY OF ____________________________________                          KINGSVILLE TX:


____________________________________

   $ ___________DOLLARS

____________________________________

FOR A PERIOD OF: ____________ STARTING: _________ TO: _____________

HOURS OF OPERATION: ____________________________________________
LENGTH OF PARADE___________________ MAXIMUM SPACING___________
APPROVED: ___________________________________________

The City of Kingsville has the authority to revoke a parade permit
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________________
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IS AUTHORIZED TO:



  
HAS PAID TO THE CITY OF ____________________________________                                KINGSVILLE TX:


____________________________________

     $ ___________DOLLARS

____________________________________

Names of Individuals: _______________________
_______________________

   _______________________
_______________________

   _______________________
_______________________

Issue Date: _________________                   Expiration Date: __________________ 
  APPROVED: ___________________________________________

The City of Kingsville has the authority to revoke a permit

CITY-COUNTY HEALTH UNIT

P.O. Box 1458

3421 N. FM 1355
Office: 592-3324        Fax: 592-7621
ISSUED BY: ______________________________________________       DATE:____

REMARKS ON ESTABLISHMENT: ___________________________________________________
CITY- COUNTY HEALTH UNIT
P.O. Box 1458 / 3421 N. FM 1355

Phone: 361-592-3324     Fax 361-592-7621

To operate a temporary event within Kleberg County, you are required to comply with the requirements set forth by the Texas Food Establishments Rules.  The regulatory authority may impose additional requirements to protect against health hazards, may prohibit the sale of some or all potentially hazardous foods, and when no health hazard will result, may waive or modify requirements of these rules. An inspection is required prior to the event and a permit must be purchased before the sale or preparation of any food can occur.  The following items must be met in order to obtain a permit:

FOOD SOURCE
A. Home-prepared food shall not be sold to the public.

B. All food/ice must come from a permitted establishment.

FOOD TEMPERATURES

A. Cold Food shall be held at 41°F or below.

B. Hot Food shall be held at 135°F or above.

C. Stem type thermometers must be available.

PERSONNEL
A. Wash hands frequently. Disposable gloves are required.

B. Hair restraints must be worn (caps, hats, or hairnets).

C. Rings, dangling bracelets must not be worn while handling food/ice.

D. Personnel with sore throats, colds, skin infections or cuts on hands must not handle food/ice.

E. No smoking, eating or drinking in food preparation area.

F. Only those with valid Food Handler’s Card or Food Manager’s Certification shall be allowed in the food preparation area.

Each temporary food establishment shall have the following items present in the booth before being approved and during operations.
A. Hand wash facilities shall include an insulated container with spigot that can be turned on to allow potable,  clean warm water to flow; a wastewater container; soap; disposable towels; and a waste receptacle.

B. Alternative manual ware washing, three wash basins large enough to wash, rinse and sanitize utensils 

C. A bottle of bleach for sanitizing, and liquid detergent for washing utensils.

D. A temporary food establishment shall provide only single service articles for use by the consumer.

E. Water.  Water need not be under pressure but shall come from approved sources which include: commercially bottled drinking water, closed portable water containers, enclosed vehicular water tanks, on-premise water storage tanks, or piping, tubing or hoses connected to an approved source.

F. Packaged foods may not be stored in direct contact with ice or water if the food is subject to the entry of water because of the nature of its packaging.

G. Ice shall be obtained only in chipped, crushed, or cubed form and in single use safe plastic or wet strength paper bags filled and sealed at the point of manufacture.  Ice for consumption shall be held in their bags until it is dispensed in a way that protects it from contamination.

FLOORS/CEILINGS

A. If graded to drain, a floor may be concrete, machine laid asphalt, dirt, or gravel if it is covered with mats, removable platforms, duckboards, or other suitable materials approved by the regulatory authority that are effectively treated to control dust and mud.

B. Food must be dispensed from an enclosed roof concession stand or screened tent with four walls.

C. Ceilings shall be made of wood, canvas, or other materials that protects the interior of the establishment from the weather, windblown dust, birds and debris.

D. Outer openings shall be protected against entry of insects and rodents by; 16 mesh to 1 inch screens; properly designed air curtains; other effective means.

ONCE A TEMPORARY FOOR PERMIT IS ACQUIRED

IT MUST BE DISPLAYED FOR PUBLIC VIEWING
Required: restrooms, first aid, water, all required permits, compliance with building codes, continuous cleanup, access for emergency vehicles and security

CITY SERVICES IN SUPPORT OF COMMUNITY EVENTS 
Customer Name AND Company Name _______________________________________________

Customer Address________________________________________________________________

Phone Number & Fax Number ______________________________________________________
Event Name ____________________________________________________________________
Event Location __________________________________________________________________
Event Time _____________________________________________________________________
Services:

Department Personnel:

Police
Fire/EMS   Health
Public Works
  Other

Regular Time:


_____ _________ _______ ______________ _____


Overtime:


_____ _________ _______ ______________ _____


Equipment:


_____ _________ _______ ______________ _____


Fuel and Supplies:

_____ _________ _______ ______________ _____


Equipment: 


Number    Set   Service & Return   Pickup  Before  After
Barricades:


________ ____ ________________ _______ ______ _____

Roll-outs:


________ ____ ________________ _______ ______ _____

Trash bags:


________ ____ ________________ _______ ______ _____

Dumpsters:


________ ____ ________________ _______ ______ _____

Street sweeper:

________ ____ ________________ _______ ______ _____

Trucks: 


________ ____ ________________ _______ ______ _____

Lifts:



________ ____ ________________ _______ ______ _____

Other Equipment: 
Other: 
Insurance


________________________________________________

Other Services


________________________________________________
Sponsorship/Partnership with City: _________________________________________
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

	[image: image19.wmf]City of Kingsville

EVENT SUBMISSION FORM

ROUTING SLIP

	Groups wishing to host an event are being asked to submit an Event Submission Form to the City Front Desk at City Hall, 200 East Kleberg Avenue through the Customer Service Representative (595-8019) permit@cityofkingsville.com.  Submissions will be reviewed and coordinated through:   City departments and other agencies & organizations.
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	Please review, make comments and return to the Downtown Manager 
(361) 592-8516 or cmartin@cityofkingsville.com
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City of Kingsville

EVENT SUBMISSION FORMS
[image: image22.wmf][image: image23.wmf]
Public community activities and events are an important part of Kingsville’s:

· Redevelopment
· Promotion of Tourism and the Convention and Hotel Industry 
· Community-wide Economic Development

· Quality of Life Enhancement through Education and Entertainment

· Support of the Sense of Community Pride

· Expression of Heritage and Culture.

The City of Kingsville encourages public community events of all kinds, 
large and small, and wants to facilitate their planning, execution, and success.

Various permits are required for events taking place on City property or streets, utilizing City services, affecting municipal policies or activities, or impacting neighboring residents, property owners or businesses.  Fees may also apply.  Groups or individuals wishing to use City of Kingsville facilities, equipment, properties, or streets must submit an Event Submission Form to the City Front Desk at City Hall, 200 East Kleberg Avenue through the Permitting Customer Service Representative (595-8019) permit@cityofkingsville.com.  The submission will be reviewed by City staff and coordinated through City departments, other agencies, and organizations.

For more information please contact the Downtown Manager at (361) 592-8516 or cmartin@cityofkingsville.com 
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APPLICANT INFORMATION
Applicant _____________________________________________________________ 

Address City ________________________________________State ___ Zip ________ 

Phone _____________ Cell ___________Email ______________  
[image: image25.wmf]
Organization/Company__________________________________________________ 

Address City ________________________________________State ___ Zip ________ 

Phone _____________ Cell ___________Email ______________  
Tax exempt status ______________Form of proof_____________________________


Copy of charter_________________________________________________________

Chairman_____________________________________________________________ 

Address City ________________________________________State ___ Zip ________ 

Phone _____________ Cell ___________Email ______________  
Letter from company authorizing applicant ___________________________________
Signature of applicant _________________________DATE:________
[image: image26.wmf]EVENT INFORMATION
Community _____ Charity _____ Church _____ School _____ Private  _______ 
Recreational _____ Street Closing:   _____ Charitable Solicitation _____  Parade _____  
Date of event   __________  Name of Activity _________________________________ 

Description of the event with purpose/schedule/itinerary _________________________

______________________________________________________________________

Estimated Attendance (minimum/likely/maximum) ______________________________

Vendors of merchandise __________________________________________________

Vendors of food ________________________________________________________

Alcohol sold or served ___________________________________________________

Vendor fees charged ____________________________________________________

Price of Admission __________________ Price of participation __________________
For income producing events, list where the proceeds go _______________________
_____________________________________________________________________

PERMITS & FEES REQUIRED

Street Closure:  Neighborhood __$0   Small __$100   Large __$150   Parade __ $0
Charitable Solicitation ___$25 Speaker ___$0  Vendor ___$25  Parade Vendor ___$10  
Food: Establishment or mobile ___$100 Temporary ___$25 Nonprofit ___$10
Food handler ___$10 Nonprofit food handler group ___$20  
Reimbursement of costs:  City may charge actual costs for its expenses, may request 4% of gross receipts, and may charge a $15 cleaning deposit.  Beer and wine and liquor permits are handled by the State; however the City must approve liquor sales and serving on public property.    Street closures require indemnification forms. 
Signature of applicant _________________________DATE:________
[image: image27.wmf]STREET CLOSURES/Parades

Date(s)/Times of parade/street closure ______________________________________

Assembly/set up time________________ Breakdown time_______________________

Duration of Parade _____________________________________________________ 

Location of assembly area and/or street _____________________________________

Parade units (floats and modified vehicles) may require inspection by fire marshal and/or building official____________________________________________________  

Time units will arrive at assembly area ______________________________________

List all streets that will be affected or closed for the event________________________ 

______________________________________________________________________

Attach map showing event area or parade route. The need for street closures, barricades and/or other equipment and services must be identified.
Have 80% of affected property owners been contacted and approved of the street closure? ______________________________________________________________ 

Approximate number of people _________ Animals _________ Vehicles __________

Arrangements for “throws” ________________________________________________

Length of parade___________________ Maximum spacing_____________________

Will parking be restricted? _______________________________________________  

Are barricades needed?   _______________________________________________

City to provide barricades____ Set up barricades ______ Remove barricades ______  

Escort needed ________________________________________________________ 

Other information required by City ____________________________________________
____________________________________________________________________
Signature of applicant _________________________DATE:________
[image: image28.wmf]ADDITIONAL INFORMATION 
_____ Security plan that states what type of security is needed. 

_____ Procedure for notifying affected tenants/property/business owners of the activity, closures, and/or detours. (80% approval)
_____ List of all permits & licenses required (ex. TABC, Vendor, Health) 

_____ Statement of intent to provide insurance coverage 

_____ Arrangements made to avoid competition with local businesses 

_____ Arrangements made to collect local sales tax 
_____ Inspection of Floats

EVENT NEEDS 
_____ Exclusive use of a facility, space, equipment or services 

_____ City of Kingsville Police Department officers  

_____ Fire Department personnel

_____ Traffic cones or barricades 

_____ Trash Dumpster or cans  

_____ Street Sweeper  

_____ Electrical Power 

_____ Water
_____ Restrooms

_____ First Aid

_____ Indemnification

_____ Insurance
_____ Stages, tables, chairs, booths, equipment
_____ Other _____________________________________________

CITY EVENT SPONSORSHIP/PARTNERSHIP
City ordinances allow for various fees for the various permits that apply to events.  In addition, there are provisions for charges for City services, equipment, and materials.  There are even provisions for the City to share in proceeds generated by events.
The City is very interested in supporting events that meet municipal goals and which advance the economic vitality, quality of life, and civic pride of the overall community.  To that end, the City considers waiving fees and charges, on a case-by-case basis.  

The City’s considerations are:

1. How will the City’s contribution of labor, equipment, materials, and other taxpayer-financed resources benefit the economy, quality of life, or community identity?

2. How will the City taxpayers’ contribution be acknowledged?

3. What sponsorship benefits are being offered:  naming opportunities, inclusion in media, other public recognition, etc.?  

______________________________________________________________________

______________________________________________________________________
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

[image: image29.wmf]IN STREET CHARITABLE SOLICITATION

Date(s) and Times of solicitation___________________________________________

(Limited to up to 3 days, 9AM to one hour prior to sunset)

Location of solicitation (Attach Map) ________________________________________

_____________________________________________________________________

(Limited to within 100 feet of an intersection equipped with traffic control signal lights)

Names, addresses, phone numbers, and ages (must be 18) of each individual who will be soliciting  
_____________________________________________________________________

_____________________________________________________________________
Purpose of Solicitation ___________________________________________________

Proof of liability insurance ________________________________________________ 

($500,000)

Indemnification agreement with City _________________________________________
Fee $25 ___________
ANY OTHER INFORMATION DEEMED NECESSARY BY CHIEF OF POLICE

Each person soliciting shall:  have a copy of permit to display if requested by anyone; be named in the permit; wear a visibility vest; be in street only when the traffic light prohibits vehicle movement in that lane; remain within 100 feet of the approved intersection while soliciting;   

Traffic cones shall be placed on the centerline on all approaches to the intersection, between 100 and 150 feet from the intersection.  

It is an offense to tamper with or post any object on median markers, reflectors, control boxes, traffic signs or pedestrian walk lights. 


Signature of Applicant _________________________DATE:________
[image: image30.jpg]TOURISM AND HERITAGE




speaker permit

Date(s)/Times _______________________________________________________

      (Limited to up to 7AM to 10PM)

Stationary location or route (Attach Map) __________________________________

___________________________________________________________________

Estimated time in a given area___________________________________________

Number of vehicles ______ Number of speakers ___________________________

DESCRIPTION OF VEHICLE(S)

Year          Make                  Model                          Color                   LICENSE
______    ____________    ________________    __________        _____________

______    ____________    ________________    __________        _____________

______    ____________    ________________    __________        _____________

______    ____________    ________________    __________        _____________

PURPOSE _________________________________________________________

Fee $0 __________
Signature of Applicant _________________________DATE:________

TEMPORARY VENDOR/SOLICITATION AGREEMENT

Tax ID Number: ________________________________________________________ 

Texas Sales & Use Tax Permit Number: _____________________________________ 

Proof of business liability insurance _________________________________________

$300,000/$100,000/$50,000

Location: ______________________________________________________________ 

Type of Merchandise or Services to be sold or performed: _______________________

_____________________________________________________________________

Arrangements made to collect local sales taxes: _______________________________

Begin date/time: __________________     Ending time/date:_____________________
Copies of Drivers Licenses/Picture ID’s: ______________________________________

Photo ID cards for each representatives validated by City: _______________________   
FOOD & BEVERAGE INFORMATION 
Will food or beverages be sold or handled? (Please check one below): 

No: _______             Yes: _______    Food Handler Permit ID#: ___________________ 

TEMPORARY STRUCTURES, TENTS, CANOPIES, VEHICLES 
Tent (xxx sf ) ___________________________________________________________

Trailer or other vehicle and license tag number(s)______________________________

____________________________________________________________________

Other vending unit description and photograph________________________________ 

Need Utilities: __________________________________________________________

Other: ________________________________________________________________ 

Fees $25   ____ Non Profit $10 ____ Issued in 30 day increments; 90 day maximum

Annual fee $275 ____
Booths or structures must be removed and vending must cease not more than one (1) day after the event.  Permit not to exceed seven (7) days 
Signature of owner/manager _________________________DATE:________
RETAIL FOOD PERMIT 

Establishment: __________________________________________________

Owner/Manager: _______________________________________________

Address:_____________________________________ Phone:____________

City:_________________________ State:____________ Zip:________
Health Permit No:______________  Current C/O Yes ____No____

Permitted Manager:_________________________ Permit No:_______

In making this application for a health permit, which is necessary to operate my business, I understand and agree to comply with all City of Kingsville ordinances and regulations, and the Texas Food Establishment rules.  .


Signature of owner/manager _________________________DATE:________

TYPE OF ESTABLISHMENTS:

PLEASE CHECK ONE:



· Food Service Establishment @ ___________________________________
$100.00

· Retail Food Service @__________________________________________
$100.00

· Mobile Food Vendor @__________________________________________
$100.00

· Produce/Seafood Vendors @_____________________________________
$100.00

· Temporary Event(Non-profit organization)@_________________________
$  10.00

· Temporary Event(Profitable) @___________________________________ 
$  25.00

· Late Fee @___________________________________________________
$  50.00


INSPECTION OF VENDOR UNITS
Establishment: _________________________________________________________
Owner/Manager: ________________________________________________________

Address: ________________________________________Phone: ________________

City:______________________________ State: ____________  Zip:______________

Health Permit No:______________  Current Certificate of Occupancy: Yes___ No___

Permitted Manager:_________________________ Permit No:____________________
Location: ______________________________________________________________ 

In applying for an inspection of a permanent, temporary, or mobile vending or food vending unit, not housed in a building, as is required under law, the undersigned understands and agrees to comply with all City ordinances and State laws applicable to the operation of the affected business.  
Signature of Applicant _________________________DATE:________

INSPECTION OF PARADE UNITS – FLOATS OR MODIFIED VEHICLES
Organization: __________________________________________________________
Owner/Manager: ________________________________________________________

Address: ________________________________________Phone: ________________

City: ______________________________ State: ____________ Zip:______________

Vehicle ID: _____________________________________ Tag Number: ____________

Insurance Company: __________________________ Insured: ___________________

Location where can be inspected: __________________________________________ 
When can be inspected: __________________________________________________

· Parade unit (float or modified vehicle) may require inspection.  

· All motorized float or vehicle drivers must have valid driver’s licenses 
· All motor vehicles and/or trailers must have liability insurance   

· Design of float or vehicle must not restrict vision of or operation by the driver

· Floats are limited to 20 feet in width, 15 feet in height, 55 feet in length, with 1 foot of ground clearance (not flexible skirting) and reasonable turning radius

· Portable generators must be securely mounted with at least 1 foot of clearance for combustible materials.  A fire extinguisher must be provided with generator

· Structures, decorations, lighting, wiring, and other equipment must be adequately secured to the float or vehicle to prevent injury to rides, drivers, and spectators.

The undersigned understands and agrees to comply with all City ordinances and State laws applicable to the operation of the affected vehicle.  It is the responsibility of the applicant to contact the following City Departments with questions about inspections:

Signature of Applicant  _________________________DATE:________

INSURANCE REQUIREMENTS

INSURANCE. Activity organizer will provide continuous enforcement of adequate insurance issued by companies authorized to conduct business in the State of Texas covering all employees employed by the organizer. The organizer shall keep in full force and effect during the term of this agreement insurance in the following types and minimum amounts: 

TYPE AMOUNT 
Workers’ Compensation Statutory 

Employer’s Liability $1,000,000.00 

Comprehensive General Liability 
Bodily Injury - Including contractual liability, $250,000.00 per person; $500,000.00 aggregate 

Property Damage - $100,000.00 per occurrence, $100,000.00 aggregate 

Comprehensive Automobile liability - Bodily Injury - $250,000.00 per person, . $500,000.00 aggregate 

Property Damage - $100,000.00 per occurrence, $100,000.00 aggregate 

The Comprehensive General Liability policy will name the City of Kingsville, its officers, officials, volunteers and employees as additional insured. The Workers’ Compensation policy will reflect a “waiver of subrogation” in favor of the City of Kingsville Texas. All insurance policies shall be subject to the examination and approval of the City for their adequacies as to form, content, form of protection, and insurance company. The organizer shall furnish to City’s Risk Manager, for the City files, certificates or copies of the policies, plainly and clearly evidencing such insurance, with exclusions, exceptions, or limitations, prior to the execution of this agreement by all parties and thereafter new certificates or policies prior to the expiration date of any prior certificate or policy. Organizer understands that it is its sole responsibility to provide this necessary information and that failure to timely comply with these insurance requirements shall be cause for termination of this agreement. All insurance policies required herein shall also provide that such insurance shall not be canceled or materially changed without a minimum of thirty (30) days’ advance notice in writing to the City. Organizer further agrees that any insurance carrier involved shall not be entitled to subrogation under any circumstances against the City, its officers, officials, volunteers and employees

HOLD HARMLESS AGREEMENT
In consideration of the City of Kingsville authorizing the temporary use and/or partial closure of certain streets, rights-of-way or other City property, namely: 

The use of:  ___________________________________________________________________________________,

(Name of Streets or Facility Involved) 

By:  _________________________________________, For:  _________________________________________,

 (Name of Organizing Entity)                                                         (Description of Event)
To be held on _________, 20____ Organizer hereby agrees to indemnify, protect, and hold harmless the City of Kingsville, officers, officials, volunteers and employees from and against any and all liability or alleged liability in any form whatsoever including but not limited to all claims, demands, suits, judgments or causes of action of every kind and character, including the cost of defense thereof, for any injury to, including death of persons and any losses for damages to property caused by or alleged to be caused, arising out of, or alleged to arise out of, either directly or indirectly from any cause whatsoever in connection with or incidental to the temporary closure of certain streets, rights-of-way or other City property, as described above, whether or not said claims, demands, causes of actions are caused by the sole negligence of the City, its officers, officials, volunteers and employees, or whether it is caused by concurrent negligence of the City and a party to this agreement, or whether it was caused by concurrent negligence of the City and some other third party. Notwithstanding the foregoing, the Organizer specifically agrees to so indemnify, protect, and hold harmless the City from and against any and all liability that may be made or pursued by any agent, employee, officer or other person connected to Organizer or by any person who is a participant or bystander at Organizer’s event in connection with or incidental to the temporary closure described above which is alleged to be attributed to any condition of or upon the City’s property, facilities, material, or equipment. The Organizer also agrees to waive any and all claims it may have against City resulting from or arising out of claims and suits covered by this Agreement and agrees that any insurance carrier involved shall not be entitled to subrogation under any circumstances against City, its officers, officials, volunteers and employees. Organizer further agrees to release the City its agents, officers and employees from all claims, demands, suits, causes or action or judgments which Organizer ever had, now has, or may have in the future or any claim to have against the City, arising out of or in any way connected with the temporary closure described above, whether or not said claims, demands, suits, causes or action or judgments are caused by the sole negligence of the City, its officers, officials, volunteers and employees, or whether it was caused by concurrent negligence of the City and a party to this agreement, or whether it was caused by concurrent negligence of the City and some other third party. 

Signed: __________________________________                                                        Date  ___________, 20______
Printed Name and Organization Name ______________________________________________________________

ACCEPTED BY CITY:        

Signed:  __________________________________________________                      
Printed Name and Title ___________________________________________                    Date  ___________, 201_
State of Texas, County of Kleberg
Subscribed and sworn before me, by the said ____________________________________________ on this 

 ____day of _____________, 201_. 
Seal





Notary Public Signature:  _____________________________
	


 This liability form releasing the City of Kingsville from any & all damages must be signed by owner or agent. 
�








PARADE/STREET CLOSURE PERMIT 


City of Kingsville


County of Kleberg, State of Texas





�





THIS IS TO CERTIFY THAT





NAME: _________________________





ADDRESS: ______________________





ADDRESS: ______________________





PHONE: ________________________





LICENSEE: _______________________


 


Minimum speed: ________________


 


Maximum speed: _______________








VENDOR/SOLICIATION PERMIT


City of Kingsville


County of Kleberg, State of Texas





�





THIS IS TO CERTIFY THAT





NAME: _________________________





ADDRESS: ______________________





ADDRESS: ______________________





PHONE: ________________________





Type of Business: _________________


 


Name of Business: ________________ 





____________________________________





�  Street Closure/Parade ________________________


�  Solicitation ________________________________


�  Vendor ___________________________________


�  Food _____________________________________


�  Traffic Control/Security ______________________


�  Fire/EMS _________________________________


�  Public Works ______________________________


�  Insurance/Indemnification ____________________


�  Alcohol __________________________________


�  Waive Fees _______________________________


�  Other ____________________________________


�  Commission Action _________________________





Event Name:__________________________________________________________





Event Date:  __________________________________________________________ 





Sponsor:       __________________________________________________________ 





______________________________________________________________________





To be filled in by all event applicants





To be filled in if organization is involved





To be filled in about all events





To be filled in about all events that require street closing





To be filled in as required





To be filled in for in-street charitable solicitations only





To be filled in for any amplified sound-making





To be filled in for temporary vending or solicitation 





To be filled in for food vending





To be filled in for 


permanent or temporary 


vendor units





To be filled in for 


parade floats and modified vehicles





Required for in-street charitable solicitations, recommended for all events





Required for all events








12

9/12/2014

