
CITY OF HAGERSTOWN
SPECIAL EVENTS GUIDEBOOK AND
APPLICATION



Dear Event Organizer: 

Thank you for your interest in having a special event in the City of Hagerstown. Please review this 
guidebook which contains the Special Event Application and information about the processes required 
to obtain a Special Event Permit from the City.  It is the City’s goal to assist event organizers in 
producing safe and successful events with minimal impact on the residents and businesses surrounding 
the event. 

Hagerstown is the institutional and cultural heart of Washington County and the surrounding tri-state 
area. It has a proud history initially as a center of agriculture and later as a center of industry. 
Hagerstown is a Main Street community with a state-designated Arts and Entertainment District, an 
impressive stock of historic buildings, and numerous parks with a range of amenities. We welcome 
special events to our City, and our staff is ready to work with you on the successful implementation of 
your event. 

Special Events — pre-planned, temporary, major events involving use of City property — generally fall 
into the categories of entertainment, celebration, cultural recognition, fundraising, arts and crafts 
displays/sales, and sports demonstrations/competitions. These events enhance the quality of life for 
our residents, entice visitors to our city, and have a positive economic impact, and they may also impact 
vehicular and pedestrian traffic flow and adjacent neighborhoods. Our staff will work to maximize the 
positive and minimize negative impacts. 

A Special Event application must be submitted if the proposed event uses City facilities/property AND 
meets any of the following criteria: 

• Involves a large group of people (relative to the usual occupancy of the site);
• Is advertised to the public;
• Does not regularly occur on the site;
• Impacts use of City streets, sidewalks, or public rights-of-way.

We recommend that you submit a Special Event Application at least 6 months – but no less than 3 
months - in advance of your event. This lead time will ensure the most beneficial outcome for your 
event. The City’s Logistics Committee, made up of staff from the departments of Public Works, Parks, 
Engineering, Community Engagement Office, Safety and Risk Management, Police, and Fire will be 
involved in reviewing your Special Event Application. After review, the Community Engagement Officer 
will be in contact with you about next steps. 

In some circumstances, staff may approve special events in less time, but this is always at the discretion 
of City staff, taking City resources and public safety into consideration. 

Please note that submission of this application alone does not guarantee that a Special Event Permit will 
be issued, or that a particular facility has been reserved for your event.  If a permit is approved, it is the 
responsibility of the event organizer to ensure that the event follows all state and local guidelines, 
including those related to Covid-19 or similar public health issue, as far as number of people allowed, 
social distancing, and mask requirements. The City maintains the right to deny a permit based on state 
or local guidelines, including those related to Covid-19 or similar. 

barizmendi
Highlight



Private Events 
If the proposed event is taking place on private property and is a private event, ceremony, or party, a 
special event permit is not required. However, if any of the following will be part of a private event, you 
may be required to obtain permission from various city and/or county departments: 

• Attendance is expected to exceed 50 people;
• Money will be collected;
• Food, beverages, alcohol or other products will be sold;
• Bounce houses, animals, amusement rides or similar entertainment features will be included;
• A street closure is requested;
• Amplified sound/music;
• Tents larger than 10’x10’.

Contact the Community Engagement Officer at events@hagerstownmd.org  for more information. 
Do not submit a Special Events Application. 

Thanks again for your interest. If you have questions as you review this guide and complete the 
application, please do not hesitate to contact the Community Engagement Officer at
events@hagerstownmd.org, 301-739-8577, x. 344, with any questions. 

Sincerely, 

THE CITY OF HAGERSTOWN 

events@hagerstownmd.org
mailto:DCED@hagerstownmd.org
mailto:events@hagerstownmd.org
mailto:events@hagerstownmd.org
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CITY OF HAGERSTOWN 
SPECIAL EVENT GUIDEBOOK 

The following pages include information related to many areas of consideration as you plan your special 
event. Please read through all of the relevant sections before completing and submitting your Special 
Event Application, which will be reviewed by the City’s Logistics Committee (made up of staff from Fire, 
Police, Public Works, Engineering/Parks & Recreation, Safety & Risk Management, and Community 
Engagement Office). Please contact the Community Engagement Officer at 301-739-8577, x. 344 or 
events@hagerstownmd.org with any questions you may have. 

SITE PLAN 
The City’s Logistics Committee will meet with event organizer to develop a site plan, which must include 
the following: 

• Fencing (if applicable)
• Locations of entrance and emergency exits
• Locations and sizes of tents
• Locations and sizes of stages
• Locations of vendors, showing electrical and/or water needs and fuel use, if applicable
• Locations of alcohol sales
• Locations of portajohns (including handicap portajohns)
• Streets, parking lots, and/or parking spaces impacted
• Total Square Feet of Event Space
• Calculated Maximum Capacity

See ADDENDUM for sample site plans. 

PUBLIC SAFETY/SECURITY PLAN 
• Event organizer is responsible for providing a safe and secure event.
• Organizer must ensure that adequate personnel will be present to provide general security,

maintain order, contain liquor to licensed premises, protect money, provide medical assistance,
etc.

• Hagerstown Police Department will determine if the event requires overtime police officers or
other security officers licensed in the State of Maryland (see Overtime Police below).

CONTINGENCY PLAN 
• We require a Contingency Plan for your special event and it must be reviewed and approved by

the City’s Logistics Committee.
• A Contingency Plan should contain the following:

o List and contact information for members of contingency team.
o Designated meeting point in case the contingency team needs to meet.
o Pre-written scripts that notify your attendees of decisions made about the event

(monitoring weather, postponing, evacuating, canceling).
o Designated places to direct your attendees to in the event of severe weather (a nearby

public building, parking deck, or to their  vehicles).
• Please include Contingency Plan with your Site Plan.

See ADDENDUM for sample scripts and contingency plans. 

events@hagerstownmd.org
mailto:events@hagerstownmd.org
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CROWD MANAGEMENT 
• The Maryland State Fire Prevention Code requires a trained crowd manager in all assembly 

occupancies where the occupant load exceeds 50 persons, other than occupancies used 
exclusively for religious worship with an occupant load not exceeding 500.

• Crowd managers are responsible for knowing the event’s emergency evacuation plan and for 
assisting in directing the crowd in an orderly manner in the event that evacuation is required.

• One crowd manager for every 250 people at the event is required. The names of all certified 
crowd managers working your event will need to be provided to the City Fire Marshal.

• Crowd Management Training can be taken online through the Maryland State Police. It is also 
sometimes offered by the City’s Fire Marshal.

See RESOURCES at the end of this document for Washington County Liquor Board information. 

EMERGENCY SERVICES 
• The City’s Logistics Committee will review event details to ensure that sufficient emergency

service resources are available.
• A determination may be made that an event requires more services, in which case the City may

charge event organizer for additional resources.

OVERTIME POLICE 
• Security needs of your event will be discussed with the City’s Logistics Committee.
• If the City determines that an event warrants security, overtime Hagerstown Police Department

officers may be assigned to cover your event.
• Private security officers licensed in the State of Maryland may be utilized for specific, non-law

enforcement functions, with approval of the Logistics Committee. Determination will be made
upon review of your event and on a case-by-case basis.

• Every attempt will be made to utilize Auxiliary Police, who work on a volunteer basis, to help
with road closures and pedestrian cross walks. However, the City has the final say in
determining how many paid police officers are required and the locations where they are
needed.

• If your event includes alcohol, overtime police or security officers licensed in the State of
Maryland are required.

• The City will determine the number of officers required to ensure a safe event for participants,
pedestrians, and drivers (in the event of road closures). Factors determining the number of
officers include, but are not limited to:

o the anticipated number of participants;
o the location of the event;
o if alcohol is served;
o previous history of disruptions;
o police intelligence gathering;
o road closures and fortification of intersections to ensure complete separation of

vehicular and pedestrian traffic.
• For events in which overtime police will be utilized, an estimated cost will be given to event

organizers prior to the event.  All police costs will be paid by the event organizer, regardless of
the original estimated costs outlined in the Special Event Agreement.

• The Police Department will adhere to the original time frame as much as possible. However, if
the City determines that overtime officers need to be on site longer than originally planned (e.g.
the event runs longer than planned, it takes longer than anticipated to re-open a street, or a
disturbance occurs at the event), additional costs will be incurred.

• Event organizers will be invoiced for the cost of overtime officers after the event.

https://crowdmanagers.com/
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ALCOHOL 
Alcohol may be permitted at special events. It is prohibited in all parks, with the exception of University 
Plaza. 

Please review the following steps that pertain to obtaining a license to serve/sell alcohol at your event: 
• Contact the Washington County Liquor Board to discuss the licenses available for your event and

the requirements of each.
• Obtain an exemption from the open container law from the Mayor and Council. The Community

Engagement Officer will draft an “Application Permit” and will take the request to the Mayor
and Council for consideration and approval. Depending on the event, organizers may be asked to
attend and speak at a work session with the Mayor and Council to provide them more
information so they can make a determination on whether or not to grant the exemption.

• Attend a Liquor Board Commissioners meeting to obtain your license.
• Fence the area in which you intend to serve alcohol, and have people at all entry/exit points to

ensure that alcohol does not leave the event site. Some event sites in the City are already
fenced; others will require you to provide fencing at your own expense. City staff can advise on
the type of fencing required.

• Check identification of all people who intend to consume alcohol at your event. Event organizers
are responsible for providing wrist bands that identify those of legal drinking age.

• Provide the City with a Certificate of Insurance naming the City as additional insured in the
amount of $2,000,000.

See RESOURCES at the end of this document for Washington County Liquor Board information. 

FOOD and COOKING 
• Food at your special event can be sold by food vendors/food trucks or provided by event

organizers (cooking on site or catered).
• Regardless of whether food is sold or given away, there are requirements by the Fire Marshal

and the Washington County Health Department.
• Food vendors are required to properly dispose of any cooking oils or grease. No dumping of

grease or cooking oils into the public sewer system is permitted.
• There are many food vendors and food trucks which service special events; a list is available

from the City upon request.

Fire Marshal Requirements 

• Cooking cannot occur under a tent where people are assembled.
• For tents under which there is cooking, a flame-retardant certification is required.
• Propane tanks must be secured and protected from damage.
• A fire extinguisher with a current inspection certificate must be on hand.
• Cooking is subject to fire marshal inspections and shall comply with the requirements of the fire

and life safety code as adopted
• Food vendors (including food trucks) who are cooking must be 15 feet away from buildings,

vehicles, and other food vendors.

See RESOURCES at the end of this document for the Fire Marshal’s contact information. 

Washington County Health Department 
• Food vendors and servers must adhere to the rules/guidelines of the Washington County Health

Department.
• Food vendors and servers may be required to obtain a health permit from the Washington

County Health Department.
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• Vendors must contact the Health Department directly to obtain a permit.
• Event organizers are required to forward copies of the County Health Department permits 

obtained from each food vendor to the City’s Community Engagement Officer.

See RESOURCES at the end of this document for Health Department information. 

See ADDENDUM for sample temporary food permit. 

Food Vendors and Insurance 
• The City requires event organizers to obtain Certificates of Insurance from every food vendor 

participating in their event.
• Event organizers are required to forward copies of each food vendor’s Certificate of Insurance to 

the City’s Community Engagement Officer.

VENDORS 
• Vendors selling food, beverages, or any other product are required to obtain a Vendor Permit 

from the City Clerk’s office. There are some exceptions to this requirement, including whether 
your event receives City sponsorship. Non-profit organizations do not have to pay the fee, but 
are required to obtain a permit.

• All vendors (including food vendors) are required to have a Sales and Use tax account through 
the State of Maryland Comptroller’s office.

• The City requires that all participating vendors at special events sign a Hold Harmless agreement 
and provide it to the City’s Community Engagement Officer.

• All food vendors are required to provide a Certificate of Insurance, a copy of which must be 
provided to the City’s Community Engagement Officer.

See RESOURCES at the end of this document for contact information for the City Clerk and for the 
Maryland Comptroller’s office. 

See ADDENDUM for the Vendor Permit Application and Hold Harmless Agreement. 

SALES TAX 
• All vendors (including food vendors) are responsible for complying with laws regarding the

collection of Maryland State sales tax.
• All vendors should contact the State of Maryland Comptroller’s office to apply for a Sales and

Use tax account.
• Event organizers are responsible for ensuring that vendors are abiding by all state regulations.

See RESOURCES at the end of this document for contact information for the State of Maryland 
Comptroller’s office. 

TENTS and INFLATABLES 
• Tents are subject to Fire Marshal inspections and shall comply with the appropriate

requirements of the fire and life safety code as adopted.
• For tents under which there is cooking, a flame-retardant certification is required.
• An Assembly Permit is required for tents larger than 20’ x 30’. This is obtained through the

Hagerstown Fire Marshal. See Assembly Permit section below.
• A building permit is required for erecting tents larger than 20’ x 30’ (unless on Park property),

and is obtained through the City of Hagerstown’s Code Administration and Permitting Office.
The tent will need to be inspected prior to use.
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• An electrical permit is required if any electrical wiring is done in a tent. Such work must be
performed by a professional electrician, licensed by the City of Hagerstown, and must be
inspected by the City of Hagerstown Code Administration and Permitting.

• All outdoor inflatables or moon bounces must be installed by a licensed and insured
professional.

• Inflatables are not permitted in City parks, including University Plaza.
• Tents and inflatables must be staked or weighted down properly. City staff will advise on the

best anchoring systems, as some locations do not allow for staking.
• The City may not allow inflatables or tents under certain weather conditions.
• City departments are not able to provide tents, tables, or chairs to event organizers.

See RESOURCES at the end of this document for contact information for Hagerstown Fire Marshal and 
City of Hagerstown Planning and Code Administration. 

FIREWORKS 
• Event organizers who wish to include fireworks as part of their event must work with the City

Fire Marshal to obtain the appropriate permits.
• In addition, all fireworks displays in the City require obtaining an exemption to the Noise

Ordinance. See Noise Ordinance Exemption below.

See RESOURCES at the end of this document for contact information for Hagerstown Fire Marshal 

NOISE ORDINANCE EXEMPTIONS 
• Events with amplified speakers, amplified music, and fireworks may need an exemption from 

the City’s noise ordinance.
• Special events with noise expected to violate the noise ordinance may seek an exemption from 

the Mayor and Council.
• The Community Engagement Officer will work with organizers on compiling the needed 

information and will take the request to the Mayor and Council for consideration and approval.
• Depending on the event, organizers may be asked to attend and speak at a work session with 

the Mayor and Council so they can make a determination on whether or not to allow the 
exemption to the noise ordinance.

STREET CLOSURES 
• If your event requires that streets be closed, City staff will review street closure requests to

determine potential impact on businesses, residents, and vehicular traffic.
• U.S. Route 40 (Franklin Street and Washington Street) goes through the City and requires

additional steps with the State Highway Department for closure.

City Streets 
• Street closures are categorized as either Level One or a Level Two. The City’s Logistics 

Committee makes that determination based on a review of the Special Event Application.
• Low impact events and events that have previously taken place successfully are categorized as 

Level One street closures.
• New events and events that are considered high impact are considered Level Two street 

closures. Level Two closures require approval by Mayor and City Council.
• The Community Engagement Officer will work with organizers on compiling the needed 

information and will take the request to the Mayor and Council for consideration and approval. 
Depending on the event, organizers may be asked to attend and speak at a work session with



6 

the Mayor and Council so they can make a determination on whether or not to allow the street 
closure. 

• The Department of Public Works will post parking spaces for NO PARKING for approved street
closures.

State Highways 
• Franklin Street and Washington Street are state highways (U.S. Route 40).
• In addition to any approvals required by the Mayor and Council, approval for the closure of any

portion of U.S. Route 40 in the City is through the State Highway Administration.

See RESOURCES at the end of this document for SHA contact information. 

See ADDENDUM for SHA application. 

TRAFFIC CONTROL PLAN 
• If your event requires street closures, the City’s Department of Engineering and Hagerstown

Police Department will develop a Traffic Control Plan.
• This is a required attachment for any State Highway or City street closure request.

PARKING 
• The City maintains several surface lots and two parking decks that are available for event

attendees, in addition to metered street spaces.
• Lots and all metered spaces are free daily from 5 pm until 9 am the following morning, as well as

on Saturdays and Sundays.
• The decks are free from 6:00 am Sunday to 6:00 am Monday.
• Parking spaces may be reserved for your event through the Department of Public Works, and

those needs will be discussed at your meeting with the Logistics Committee.

TRASH and RECYCLING 
• Logistics Committee will assess your trash and recycling needs. You may be required to obtain

and pay for a dumpster if it is determined that your event will generate a significant amount of
trash. Otherwise, receptacles and liners will be provided by the City at no charge for your special
event.

• Events at which food and drinks will be available, and that have more than 200 people, are
required by State law to have recycling receptacles available. The City will provide recycling
receptacles and liners.

• Event organizers are responsible for changing the trash liners throughout the duration of their
event, as needed.

• Event organizers are responsible for placing full trash and recycling bags at a location designated
by the Department of Public Works or the Parks Department.

• Trash and recycling receptacles are re-usable; event organizers are asked to leave these at a
location identified in advance.

• Event organizers are responsible for completely cleaning the site after the event. In the event
that the site is not cleaned after the event, organizers will be billed for the cost of cleanup and
may not be permitted to use City facilities in the future.

• Should the City’s Logistics Committee determine that the amount of waste estimated to be
generated warrants a dumpster, event organizers are wholly responsible for arranging and
paying for dumpster. The Department of Public Works or the Parks Department will identify a
location for the dumpster.
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ELECTRICITY 
• Depending on where your event is proposed to take place, electricity may or may not be

available.
• Be sure to check that you require electricity on the Special Event Application.
• City Staff will let you know what electricity is available at your preferred location.
• Upon review of your event, a determination to charge for electricity may be made.
• If electrical configuration is required, a licensed electrician is required to do the work. Permit

fees may apply.

WATER 
• Depending on where your event is proposed to take place, water may or may not be available.
• Be sure to check that you require water on the Special Event Application.
• City Staff will let you know what water is available at your preferred location as well as whether

it is potable or non-potable.
• Upon review of your event, a determination to charge for water may be made.

OVERTIME PUBLIC WORKS 
• The Department of Public Works does the majority of work related to Special Events during

regular business hours, at no cost to event organizers.
• In the event that Public Works staff support is required outside of regular business hours to

support your event, a charge to your organization will be incurred.
• This determination will be made by the Director of Public Works prior to your event, and you

will be notified in advance.

EVENTS IN CITY PARKS 
• To use a park for your special event, with the exception of University Plaza, please contact the

Parks Department directly for their policies and rental application.
• Organizers who wish to use University Plaza should complete both the Special Event Application

and the University Plaza Application, which can be found here:
https://www.hagerstownmd.org/1509/University-Plaza.

• With the exception of University Plaza, alcohol is prohibited from City Parks.

See RESOURCES at the end of this document for Parks Department contact information. 

See ADDENDUM for a copy of Park Regulations. 

OVERTIME PARKS ATTENDANTS 
• The Parks & Recreation Division may require parks attendants be present at your special event,

in which case, overtime charges will be incurred.
• This determination will be made by Parks staff prior to your event, and you will be notified in

advance.

ASSEMBLY PERMITS 
• All events where more than 50 people will gather, or where more people are gathered than the

space is normally used for, require an Assembly Permit.
• Assembly Permits are applied for through the Hagerstown City Fire Marshal’s Office.
• Permits are issued after a fire inspection is conducted and the Fire Marshal determines that the

event area meets fire safety standards.

https://www.hagerstownmd.org/1509/University-Plaza


8 

• The Assembly Permit designates the maximum permitted occupant capacity for the event area
and needs to be prominently posted in a location approved by the Fire Marshal.

• It is the responsibility of the event organizer to ensure that the total number of persons in the
event area does not exceed the posted occupant capacity.

• Failure to comply with the Assembly Permit requirements may result in a fine and time in jail.
• The fee for the Assembly Permit is $50.

See RESOURCES at the end of this document for Fire Marshal’s contact information. 

See ADDENDUM for Assembly Permit application. 

INSURANCE 
• For event organizer’s protection and protection of the City, the City requires all special event 

organizers to carry general liability insurance for events taking place on City property.
• Event organizers must provide the City with a Certificate of Insurance (COI) naming the City of 

Hagerstown as additional insured. The amount of the policy must be in the amount of at least $1 
million; if the event is serving alcohol, the policy must be in the amount of at least $2 million.

• The Certificate of Insurance must:
o name the City as an Additional Insured;
o contain a provision for ten (10) days prior written notice to the City if the policy expires 

or is canceled or changed;
o not have exclusions in the insurance coverage regarding publicly owned or leased 

property or City operations or personnel, employees, licensees or agents.
• Upon review of event, the Logistics Committee may require higher amounts of insurance 

coverage.
• Other entities may be required to be named as additional insured.
• Vendors involved with the event who serve alcohol, sell food, or provide games, amusement 

rides, bounce houses, animals or similar entertainment activities, must also provide insurance 
coverage to the City. The event organizer is responsible for ensuring vendors provide all 
necessary paperwork/licenses prior to the event.

• For those organizers without liability insurance, a TULIP (Tenant User Liability Insurance 
Program) policy may be able to provide an insurance policy for your event. Offered by the Local 
Government Insurance Trust, TULIP is a low-cost insurance policy that includes coverage for 
bodily injury and property damage.

• All event organizers must also sign a Hold Harmless Agreement, in addition to providing a COI. A 
Hold Harmless is included as part of this Special Event Application.

• The Special Event Permit will not be issued until the Certificate of Insurance is provided.
• The City reserves the right to review and require specific coverages for your event.

See RESOURCES and ADDENDUM for additional information on TULIP. 

BUSINESS AND NEIGHBORHOOD NOTIFICATIONS 
• It is the responsibility of event organizers to notify affected businesses and/or residents of any

street closures or other potential impacts (e.g. noise).
• Organizers can distribute flyers door-to-door, meet people one-on-one, or have neighborhood

meetings to notify.
• For street closures, we recommend including a copy of the City-issued traffic advisory with your

notification.

See ADDENDUM for sample neighborhood notification and traffic advisory. 
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RESOURCES 

City of Hagerstown 

301-766-4183City Clerk’s Office  
1 East Franklin St., Room 202, Hagerstown, MD 21740 
dspickler@hagerstownmd.org 
https://www.hagerstownmd.org/66/City-Clerk 

Code Administration and Permits 301-739-8577, x. 103
1 E. Franklin St., 3rd Floor, Hagerstown, MD 21740 
codecompliance@hagerstownmd.org 
https://www.hagerstownmd.org/755/Code-Administration-and-Permitting 

301-739-8577, x. 111

301-739-8577, x. 125

301-739-8577, x. 176

301-790-3700

Department of Engineering 

1 E. Franklin Street, Rm. 301, Hagerstown, MD 21740 

https://www.hagerstownmd.org/150/Engineering 

Department of Public Works 
51 W. Memorial Blvd., Hagerstown, MD 21740 
https://www.hagerstownmd.org/67/Public-Works 

Hagerstown Police Department 

50 N. Burhans Blvd., Hagerstown, MD 21740 

https://www.hagerstownmd.org/141/Police 

Fire Marshal’s Office 301-790-2476
25 W. Church Street, Hagerstown, MD 21740 
https://www.hagerstownmd.org/1078/Fire-Marshals-Office 

Parks & Recreation Division 301-739-8577, x. 169

351 N. Cleveland Ave, Hagerstown, MD 21740 
www.hagerstownmd.org/145/Parks-Recreation 

301-739-8577 ext. 189Safety & Risk Management  
1 East Franklin Street, Hagerstown, MD 21740 
https://www.hagerstownmd.org/142/Human-Resources 

Community Engagement Office
1 E Franklin St, Room 210A, Hagerstown, MD 21740
downtownhagerstown.org

Department of Community & Economic Development 
14 N. Potomac St., Suite 200A, Hagerstown, MD 21740 
DCED@hagerstownmd.org

301-766-4258

mailto:dspickler@hagerstownmd.org
https://www.hagerstownmd.org/66/City-Clerk
mailto:codecompliance@hagerstownmd.org
https://www.hagerstownmd.org/755/Code-Administration-and-Permitting
mailto:DCED@hagerstownmd.org
https://www.hagerstownmd.org/1189/Community-and-Economic-Development
https://www.hagerstownmd.org/150/Engineering
https://www.hagerstownmd.org/67/Public-Works
https://www.hagerstownmd.org/141/Police
https://www.hagerstownmd.org/1078/Fire-Marshals-Office
http://www.hagerstownmd.org/145/Parks-Recreation
https://www.hagerstownmd.org/142/Human-Resources
http://www.washcohealth.org/
downtownhagerstown.org
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301-797-4591
Washington County Liquor Board   
148 W. Washington St., Hagerstown, MD 21740 
https://www.wcliquorboard.com/ 

State of Maryland 

410-260-7980State Comptroller’s Office 
 www.marylandtaxes.gov 

800-639-2937State Highway Administration 
Download SHA street closure permits here: 
https://www.roads.maryland.gov/Index.aspx?PageId=59 

Crowd Management Training 

Maryland State Police 
https://mdsp.maryland.gov/firemarshal/Pages/CrowdManagerTraining.aspx 

Insurance 

TULIP Insurance - Event insurance for those without insurance 
www.onebeaconentertainment.com 
To obtain a quote, visit their website and click on PURCHASE or QUOTE. Use 0501-Aj3 when 
prompted to enter the venue code. 

Washington County Health Department
1302 Pennsylvania Ave, Hagerstown, MD 21742
www.washcohealth.org

240-313-3400

Washington County

https://www.wcliquorboard.com/
http://www.marylandtaxes.gov/
https://www.roads.maryland.gov/Index.aspx?PageId=59
https://mdsp.maryland.gov/firemarshal/Pages/CrowdManagerTraining.aspx
http://www.onebeaconentertainment.com/
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ADDENDUM 

1. Site Plans
2. Weather Delay Script
3. Contingency Plan
4. Temporary Food Permit Example
5. Vendor Permit Application
6. Hold Harmless Agreement (blank)
7. State Highway Administration Application for Street Closure
8. City of Hagerstown Park Regulations
9. Assembly Permit Application
10. TULIP Insurance Information
11. Neighborhood Notification
12. Traffic Advisory 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAMPLE SITE PLANS 
 







SAMPLE WEATHER DELAY SCRIPT 

SPECIAL EVENT 
SCRIPTS FOR WEATHER ALERTS, DELAYS, CANCELLATION 

WEATHER ALERT - potential severe weather within next hour 

Attention: We are monitoring potentially severe weather that may impact the Imagine 
Hagerstown activities within the next hour.  Please re-group with members of your party, 
including children, and be prepared to stay together during this alert. 

If conditions continue to worsen, another announcement will be made. 
……………………………………………………………………………………………………………………………..…………………….. 

SEVERE WEATHER ALERT DELAY— severe weather within 15 minutes 

Attention: We are issuing a SEVERE WEATHER DELAY, effective immediately. Radar tracking 
indicates that potentially severe weather may reach this area within 15 minutes. For your 
safety, please seek shelter in your vehicle or in a building immediately. 

After the severe weather has passed, our festivities will continue. 

Again, a Severe Weather Delay has been issued effective immediately; you are directed to seek 
shelter.   

Another announcement regarding weather conditions will be made within 30 minutes. 
……………………………………………………………………………………………………………………………..…………………….. 

DELAY STILL IN EFFECT ANNOUNCEMENT 

Attention: the Severe Weather Delay is still in effect.  The threat of potentially severe weather 
still exists near the festival area.  We will continue to monitor the weather conditions, and will 
make another announcement regarding the resumption or cancellation of the event within 30 
minutes.  Thank you for your patience and cooperation during the delay. 

……………………………………………………………………………………………………………………………..…………………….. 

RESUMPTION ANNOUNCEMENT 

We are pleased to announce that the Severe Weather Delay has now been lifted. The 
entertainment will resume. 
……………………………………………………………………………………………………………………………..…………………….. 

CANCELLATION ANNOUNCEMENT 

Attention: for everyone’s safety, we have made the decision to cancel the remainder of events 
on today’s program. 



SAMPLE CONTINGENCY PLAN 

IN ADVANCE OF EVENT: 

• Any member of Contingency Team may call a contingency meeting if extreme weather is in the
forecast. We must decide to move events indoors no later than 10 am on Friday for Friday
events and no later than 11 pm on Friday for Saturday events.

In the event of such a forecast, contingency meeting may be called to include HPD Assigned
Lead Staff, Parks Assigned Lead Staff, DCED Lead Staff, and Sound Company Representative.

DURING EVENT: 

• HPD Assigned Lead Staff monitors weather throughout event.

• When storm approaches, HPD Lead Staff alerts Community Engagement Staff to call a 
contingency plan meeting.

• Community Engagement Officer sends text to members of Contingency Team (HPD Assigned 
Lead Staff, Parks Assigned Lead Staff, Community Engagement Staff) to meet at HPD Office in 
USMH Building.

• HPD leads the meeting with a recommendation.  Additional team members discuss and support 
the decision.

• Community Engagement Staff communicates decision to CoH Communications Staff, on-site 
vendors, artists.

• Community Engagement Staff notifies DCED Director and City Administrator of decisions.

• HPD Lead Staff will also monitor non-weather related incidents/emergencies that require delay 
or cancellation of events and initiate a contingency plan meeting. Community Engagement Staff 
communicates decision to CoH Communications Staff, on-site vendors, artists. Emcee announces 
delay/cancellation.

When Problem Arises: 
Meet at HPD Office-USMH Building 

Who Community Engagement Staff, HPD Assigned Lead Staff, Parks Assigned Lead S
taff 

What we do Emcee makes announcements regarding weather, delays, etc. 

In the event of lightning or other inclement weather, people are told to 
return to their cars or seek shelter in nearby buildings. 

Community Engagement Officer and City Administrator notified of 
meeting and course of action. 



SAMPLE TEMPORARY FOOD PERMIT 



VENDOR PERMIT APPLICATION







HOLD HARMLESS AGREEMENT 



1 

Release & Waiver of Liability 

IMPORTANT:  PLEASE READ CAREFULLY BEFORE SIGNING THIS DOCUMENT. 

 This  Release and Waiver of Liability (the “Release”) is executed on this _______ day of 

__________________, 20_____, by _____________________________  a participant who has attained the age of 

majority (the “Participant”), in favor of  the City of Hagerstown, a municipal corporation formed under the laws of 

Maryland, as well as its agents, servants, employees, volunteers, insurers, successors and assigns, collectively or 

individually, (collectively, the “City”).  The Participant desires to participate in the 

___________________________________________________________________[name, location and date of event, 

hereinafter referred to as the “Activity”].    Participant affirms that s/he is in good health and capable of undertaking 

the activities for which this Release is being granted.   

The Participant does hereby freely, voluntarily and without duress execute this Release under the following 

terms: 

1. Waiver and Release.  In consideration of being permitted to attend the Activity, Participant agrees

to release and forever discharge and hold harmless the City from any and all liability, claims and demands of whatever 

kind or nature, either in law or in equity, which arise or may hereafter arise from Participant’s participation in the 

Activity.  

Participant acknowledges that this Release forever discharges City from any and all liability, claim or cause 

of action that the Participant may have against City with respect to any bodily injury, personal injury, illness (including 

but not limited to COVID-19), loss, death, or damage to personal property which may result directly or indirectly from 

Participant’s participation in the Activity.   

2. Medical Treatment.  Participant does hereby release and forever discharge City from any claim

whatsoever which arises or may hereafter arise on account of any first aid, treatment, medical care or service rendered 

in connection with the Participant’s participation in of the Activity.  

3. Assumption of Risk.  The Participant acknowledges that participating in the Activity may include

activities that may be hazardous to the Participant.  Participant hereby expressly and specifically assumes the risk of 

injury or harm in these activities and releases City from any and all liability for injury, illness, death or property 

damage resulting from the Participant’s activities relating to the Activity. 

4. Insurance.  The Participant acknowledges that City does not carry or maintain health, medical or

disability insurance coverage for any Participant. EACH PARTICIPANT IS ENCOURAGED TO OBTAIN HIS 

OR HER OWN MEDICAL AND/OR HEALTH INSURANCE COVERAGE BEFORE PARTICIPATING IN 

THE ACTIVITY. 

5. Rules and Regulations.  Participant agrees to abide by all applicable City and/or Activity Rules

and Regulations.  Failure to do so will be grounds for immediate expulsion from the Activity without refund of any 



2 

fee paid by the Participant. 

6. Other. Participant expressly agrees that this Release is intended to be as broad and inclusive as

permitted under the laws of the State of Maryland and this Release shall be governed by and interpreted in accordance 

with the laws of the State of Maryland (without regard to its conflicts of laws principles).  Participant agrees that in 

the event that any clause or provision of this Release shall be held to be invalid by any court of competent jurisdiction, 

the invalidity of such clause or provision shall not otherwise affect the remaining provisions of this Release which 

shall continue to be in full force and effect.  

7. Effective Date.  This Release shall be effective immediately upon execution and shall apply to any

and all activities occurring at the Activity. 

IN WITNESS WHEREOF, Participant has read and understood this Release and all of its terms and 

conditions and has executed this Release as of the day and year first above written. 

PARTICIPANT: 

Signature 

 

Printed Name(s)- Minors  

Participant Mailing Address 

City, State, Zip Code 

Date of Birth 

Phone Number 

WITNESS: 

Signature 

Printed Name Printed Name 



STATE HIGHWAY ADMINISTRATION APPLICATION 











 
 
 
 
 
 
 
 
 
 
 
 
 
 

CITY OF HAGERSTOWN PARKS RULES 
 
 
 
 





 
 
 
 
 
 
 
 
 
 
 
 
 
 

ASSEMBLY PERMIT 
 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

TULIP INFORMATION 
 
 
 
 



T U L I P : T e n a n t   U s e r   L i a b i l i t y   I n s u r a n c e   P r o g r a m

Protect yourself from claims for 
injuries or property damage 

during your event 

Are you planning to use 

or rent a city facility? 
TULIP ensures you are protected 

from liability for injuries and 

damage that may occur at your 

event or activity. 

Without TULIP, you may be personally 

responsible for paying claims for 

bodily injury or property damage 

during your event or activity. Your 

homeowner’s insurance may cover 

some situations, but it may be limit- 

ed and not all claims will be covered. 

You can buy insurance through 

TULIP, a city-sponsored program, or 

you can purchase a policy through 

another private insurance carrier. 

What does TULIP cover? 
This city-sponsored program 

provides $1 million in liability 

coverage for events* such as: 

• Receptions

• Reunions

• Festivals

• Concerts

• Job Fairs

• Weddings

• Clubs & Meetings

• Arts & Crafts Fairs

• Many more!

A full listing of covered events is 

available at: 

www.onebeaconentertainment.com.  Please 

use the online contact information 

for questions about whether other 

events are eligible for coverage 

Can I get liquor liability 

coverage from TULIP? 
Yes. Liquor liability coverage is 

available. 

How does TULIP work? 
Your city has made TULIP coverage 

available for purchase through a 

collection of cities and insurers. 

After entering event information into 

the secure web site, an instant quote 

is generated. Coverage can be 

purchased online with a credit card. 

How much does TULIP 

cost? 
The cost for the $1 million liability 
coverage depends upon your unique 

event, including things such as: 

• Length of event.

• Number of attendees.

•  Whether there are exhibitors or

vendors.

•  Whether food and alcohol are

served.

An instant quote for TULIP coverage 

is available on the secure web site. 

How do I get more 

information about TULIP? 
Visit  or contact Susan Kludjian at 
www.onebeaconentertainment.com

(978) 661-6662 or

Christine Mitchell

at (978) 661-6857.

Get a Quote or 

Purchase TULIP 

coverage: 

Step 1: 
Visit www.onebeaconentertainment.com

Click on …PURCHASE OR QUOTE 

Step 2: 

Enter…Facility/Venue ID Code 

Don’t have a code? Select 

“National League of Cities” 

from the drop-down list, then 

select your state and city. 

Step 3: 

Describe event or activity 

Select from drop-down menu. 

Click next. 

Step 4: 

Get your quote 

Answer some basic questions 

and enter your contact and 

billing information. 

Step 5: 

Purchase when ready 

A credit card is required. 

Protect yourself 

and your guests 

with TULIP coverage 
* Exclusions apply if known attendance 

is greater than 5,000 people prior to the event.

0501 Aj3

http://www.onebeaconentertainment.com/
http://www.ebi-ins.com/tulip
http://www.onebeaconentertainment.com/
http://www.onebeaconentertainment.com/


SAMPLE BUSINESS & NEIGHBORHOOD NOTIFICATION 

Dear Neighbors of Fairgrounds Park, 

Please join us for the City of Hagerstown’s annual Fireworks at Fairgrounds Park on Wednesday, 
July 4, 2018. The event begins at 6 pm and the fireworks are expected to start at approximately 
9:30 pm and last for about 30 minutes. The rain date (fireworks only) is Thursday, July 5. 

We expect large crowds and increased traffic in the area on this day. Attendees will be able to 
park in Fairgrounds Park and are also encouraged to park at Municipal Stadium and take the 
free shuttle bus running between Municipal Stadium and Fairgrounds Park. 

 Please note the following parking and driving restrictions on July 4: 

• Beginning at 6:00 pm, Cannon Avenue will be closed to traffic between Jefferson Street
and North Mulberry Street.

• Beginning at 4:00 pm,
-  no on-street parking will be permitted on Cleveland Avenue between Jefferson Street
and Fairgrounds Park entrance
- no on-street parking will be permitted on Security Road between Vale Street and
Pangborn Boulevard
-  no westbound parking on Security Road between Vale Street and Pangborn Boulevard

• Medway Rd. will be closed between Brookline and Security beginning at 9 PM
• Jefferson closed between Cleveland and Mulberry from 9 PM-11 PM
• Additional street closures will be implemented by the Hagerstown Police Department

and the Auxiliary Police at the beginning and end of the fireworks show to control traffic
flow near the Park.

• Streets are expected to be reopened to traffic by 11:00 pm

We hope you enjoy your neighborhood fireworks show! Just a reminder, alcoholic beverages, 
personal fireworks, sparklers, remote controlled or aerial devices, and pets are prohibited in 
the festival area. Only service animals are permitted. 

For more information, please call 301.739.8577 ext. 111 or 116. Thank you for your cooperation 
and assistance with this event.  



SAMPLE TRAFFIC ADVISORY





CITY OF HAGERSTOWN
SPECIAL EVENTS APPLICATION



Special Event Application - 1 

CITY OF HAGERSTOWN, MARYLAND
Community Engagement Office

SPECIAL EVENT APPLICATION 
for special events taking place on city-owned property 

For events taking place on private property that may be impacted by City regulations, please contact the 
Community Engagement Officer(events@hagerstownmd.org). 

Business/Organization: __________________________________________________________________ 

Name:________________________________________________________________________________ 

Address: _____________________________________________________________________________ 

Phone: ________________________________ E-mail:________________________________________  

Website: ____________________________________________________________________________ 

Is your organization a 501(c)3 non-profit organization?   YES  NO
If yes, please attach a copy of your IRS determination letter. 

Name of Event: _______________________________________________________________________ 

Proposed Date: ________________________________________________________________________ 

Proposed rain date, if applicable: ___________________________________________________ 

Proposed Event Hours (include set up and clean up time): _____________________________________ 

Proposed Event Location(s) (attach map and/or describe route below if a traveling event, such as a run): 

 University Plaza

 Park. Which park? _____________________________________________________________

 City Street(s). Which street(s)? ___________________________________________________

 City Parking Lot. Which lot(s)? ____________________________________________________

 Cultural Trail

Description of Event (attach pages if necessary): 

events@hagerstownmd.org
mailto:events@hagerstownmd.org


Special Event Application - 2 

Number of People expected: _____________________________________________________________ 

Proposed event is:  
 FREE  TICKETED  BY INVITATION

Does proposed event require street closure? 
 YES  NO

Are you requesting that Route 40 (Washington Street, Franklin Street) be closed? 
 YES  NO

Will alcohol be served? 
 YES  NO

If yes, who will hold the alcohol license? ___________________________________________________ 

Will food be available?  
 YES  NO

If food is for sale, who will be selling it? ___________________________________________________ 

Will other products be sold: 
 YES  NO

Will there be tents? 
 YES  NO

If yes, what size: _____________________________________________________________________ 

Will there be a stage?  
 YES  NO

If yes, what size stage? __________________________________________________________________ 

Who is providing the stage? ______________________________________________________________ 

Will there be live music or amplified sound? 
 YES  NO

Will there be inflatables (e.g. Bounce House)?  
 YES  NO

Who is the provider of the inflatable? ______________________________________________________ 

Will there be fireworks?  
 YES  NO

Who is the fireworks vendor? ____________________________________________________________ 



Special Event Application - 3 

Will you require electrical access? 
 YES  NO

What will the electricity be used for? ______________________________________________________ 

Will you require water?  
 YES  NO

What will the water be used for? _________________________________________________________ 

Will there be live animals?  
 YES  NO

Describe: ____________________________________________________________________________ 

How will you notify the surrounding residents/businesses of your event and any potential impacts? 

Describe your plans for marketing your event: 

Return to: 

Community Engagement Officer 
events@hagerstownmd.org  

City of Hagerstown 
1 E Franklin Street, Room 210A 

Hagerstown, MD 21740 

mailto:dced@hagerstownmd.org
mailto:events@hagerstownmd.org
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Release & Waiver of Liability 

IMPORTANT:  PLEASE READ CAREFULLY BEFORE SIGNING THIS DOCUMENT. 

 This  Release and Waiver of Liability (the “Release”) is executed on this _______ day of 

__________________, 20_____, by _____________________________  a participant who has attained the age of 

majority (the “Participant”), in favor of  the City of Hagerstown, a municipal corporation formed under the laws of 

Maryland, as well as its agents, servants, employees, volunteers, insurers, successors and assigns, collectively or 

individually, (collectively, the “City”).  The Participant desires to participate in the 

___________________________________________________________________[name, location and date of event, 

hereinafter referred to as the “Activity”].    Participant affirms that s/he is in good health and capable of undertaking 

the activities for which this Release is being granted.   

The Participant does hereby freely, voluntarily and without duress execute this Release under the following 

terms: 

1. Waiver and Release.  In consideration of being permitted to attend the Activity, Participant agrees

to release and forever discharge and hold harmless the City from any and all liability, claims and demands of whatever 

kind or nature, either in law or in equity, which arise or may hereafter arise from Participant’s participation in the 

Activity.  

Participant acknowledges that this Release forever discharges City from any and all liability, claim or cause 

of action that the Participant may have against City with respect to any bodily injury, personal injury, illness (including 

but not limited to COVID-19), loss, death, or damage to personal property which may result directly or indirectly from 

Participant’s participation in the Activity.   

2. Medical Treatment.  Participant does hereby release and forever discharge City from any claim

whatsoever which arises or may hereafter arise on account of any first aid, treatment, medical care or service rendered 

in connection with the Participant’s participation in of the Activity.  

3. Assumption of Risk.  The Participant acknowledges that participating in the Activity may include

activities that may be hazardous to the Participant.  Participant hereby expressly and specifically assumes the risk of 

injury or harm in these activities and releases City from any and all liability for injury, illness, death or property 

damage resulting from the Participant’s activities relating to the Activity. 

4. Insurance.  The Participant acknowledges that City does not carry or maintain health, medical or

disability insurance coverage for any Participant. EACH PARTICIPANT IS ENCOURAGED TO OBTAIN HIS 

OR HER OWN MEDICAL AND/OR HEALTH INSURANCE COVERAGE BEFORE PARTICIPATING IN 

THE ACTIVITY. 

5. Rules and Regulations.  Participant agrees to abide by all applicable City and/or Activity Rules

and Regulations.  Failure to do so will be grounds for immediate expulsion from the Activity without refund of any 
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fee paid by the Participant. 

6. Other. Participant expressly agrees that this Release is intended to be as broad and inclusive as

permitted under the laws of the State of Maryland and this Release shall be governed by and interpreted in accordance 

with the laws of the State of Maryland (without regard to its conflicts of laws principles).  Participant agrees that in 

the event that any clause or provision of this Release shall be held to be invalid by any court of competent jurisdiction, 

the invalidity of such clause or provision shall not otherwise affect the remaining provisions of this Release which 

shall continue to be in full force and effect.  

7. Effective Date.  This Release shall be effective immediately upon execution and shall apply to any

and all activities occurring at the Activity. 

IN WITNESS WHEREOF, Participant has read and understood this Release and all of its terms and 

conditions and has executed this Release as of the day and year first above written. 

PARTICIPANT: 

Signature 

 

Printed Name(s)- Minors  

Participant Mailing Address 

City, State, Zip Code 

Date of Birth 

Phone Number 

WITNESS: 

Signature 

Printed Name Printed Name 



Special Event Application - 5

PLANNING CHECKLIST- NOT TO BE RETURNED WITH APPLICATION 
Use this checklist to ensure you have fulfilled all requirements related to your special event. It is not an 
exhaustive list, but touches upon the main components required to receive a Special Event Permit from 
the City of Hagerstown and to implement a successful event. 

Site plan submitted  YES  N/A

Public safety/security plan reviewed with City  YES  N/A

Severe weather/contingency plan approved  YES  N/A

Crowd manager training completed  YES  N/A

Electricity and water needs communicated   YES  N/A

Parking spaces requested   YES  N/A

Overtime police officers contracted   YES  N/A

Licensed security officers contracted  YES  N/A

Other overtime staff contracted   YES  N/A

Open  container law exemption approved by  Mayor & Council  YES  N/A

Liquor license obtained from Washington County Liquor Board  YES  N/A

Noise ordinance exemption approved by Mayor & Council   YES  N/A

City street closure approved by Mayor & Council   YES  N/A

State highway closure permit applied for   YES  N/A

Fireworks  permit received    YES  N/A

Food permits from Washington County Health Department 
received from food vendors  YES  N/A

Certificates of Insurance from food vendors provided to City  YES  N/A

Hold Harmless agreements from all vendors provided to City  YES  N/A

Sales & Use Tax Certificates received from vendors   YES  N/A

Tables, chairs, tents rented   YES  N/A

Trash management plan approved   YES     N/A



Special Event Application - 6 

Certifications and inspections for tents  YES  N/A

Certifications and inspections for inflatables  YES  N/A

Assembly permit applied for  YES  N/A

Certificate of insurance provided to City   YES  N/A

Notification about event provided to businesses/residents 
(includes traffic control plan)  YES  N/A



SPECIAL EVENTS - LOGISTICS COMMITTEE SIGN OFF SHEET 
 
Items checked off will provide the basis for the Special Events Permit the City will issue the event organizer. 
 
EVENT NAME: _________________________________________________________________________ 
 
EVENT DATE: __________________________________________________________________________ 
 
Public Works:         

� Post the following streets for no parking: ___________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 

� Provide barricades for street closures 
� Provide trash and recycling receptacles for non-park locations and notify organizer where to place trash 

and recycling at end of their event 
� Ensure electricity is turned on in non-park locations (Locations: _________________________) 

 
Engineering:         

� Develop traffic control plans 
� Issues traffic advisories 

 
Parks:          

� Provide trash and recycling receptacles for park locations and notifies organizer where to place trash and 
recycling at end of their event 

� Ensure electricity is turned on in University Plaza or Cultural Trail (circle one) 
 

Hagerstown Police Department:      
� Provide overtime officers as required (# of OT: ________________________________________) 
� Coordinate auxiliary police as required 
� Confer with Engineering on traffic control plans 

 
Hagerstown Fire Marshal:       

� Coordinate emergency services 
� Fill water barricades for street closures 
� Ensure event organizer obtains assembly permit 
� Inspect tents and food vendors 
� Coordinate fireworks displays 

 
 Safety & Risk Management:       

� Ensure event organizer’s insurance is adequate  
 
Community & Economic Development:      

� Work with event organizer to gain exemption to open container law 
� Work with event organizer to gain exemption to noise exemption ordinance 
� Work with event organizer on any other issues requiring Mayor and Council approval 
� Request Mayor/Council presence at event 



CITY OF HAGERSTOWN, MARYLAND
Community Engagement Office

Special Event Agreement 

Event Organizer: ______________________________________________________________________ 

Location of Event: _____________________________________________________________________ 

Date of Event: ________________________________________________________________________ 

Event Organizer Has: 
� Provided a Site Plan, Public Safety Plan, and Contingency Plan to City 
� Secured overtime police or licensed security officers as outlined by City 
� Provided a Certificate of Insurance naming the City of Hagerstown as additional insured in the 

amount of $1,000,000 (or $2,000,000 if serving alcohol) 
� Provided copies of Certificates of Insurance from food vendors to City 
� Provided signed Hold Harmless agreements from all vendors to City 
� Had all participating vendors obtain a vendor permit from City Clerk (if applicable) 
� Notified area residents and businesses of the event if streets are closed or another impact, 

between 10-15 days in advance of event 
� Applied for Assembly Permit from Fire Marshal 

Event Organizer Agrees to: 
� Place all bagged trash and bagged recycling in area designated by Public Works or Parks 

o Designated area: _______________________________________________________
� Pay for all City Services that have been outlined in advance 

o overtime HPD
o overtime PW
o overtime Parks

� Abide by all State, County, and City regulations including those regarding alcohol, crowd control 
training, food service, cooking, sales tax, assembly, and any relevant guidelines related to Covid-
19 or similar 

The City agrees to the following, if checked: 
� Close the following streets:_______________________________________________________ 

o Times of street closures: ___________________________________________________
� Provide auxiliary police to assist with street closures, traffic direction, and pedestrian crossings 
� Provide ____ number of overtime HPD officers from ____________ to __________ at an 

approximate cost of $_________ to be paid by Event Organizer 
� Provide electricity 
� Provide water 
� Provide____ trash receptacles and ____recycling receptacles and _____ liners for each 
� Reserve ____ number of parking spaces on ________________________________________ 

from _________ to ______________ 
� You have / have not been granted an exemption to the open container law. 
� You have / have not been granted an exemption to the noise ordinance. 



Other: 

When signed by both parties below, this indicates that the Special Event Organizer has fulfilled the 
requirements of the City of Hagerstown to hold a Special Event as outlined above. A Special Event 
Permit is attached.  

The reverse side of this Agreement has important contact information for the day of your event. 

AGREEMENT AND ACCEPTANCE: 

____________________________________ _____________________ 
Special Event Organizer  Date 

______________________________________ _____________________ 
City of Hagerstown Date 

……………………………………………………………………………………………………………………………………………………….. 

The following people/departments may be contacted the day of your event if the need arises: 

Public Works:  ________________________________________________________________________ 
(name and phone number) 

Hagerstown Police Department:  __________________________________________________________ 
(name and phone number) 

Hagerstown Fire Department :  ___________________________________________________________ 
(name and phone number) 

Parks: _______________________________________________________________________________ 
(name and phone number) 



City of Hagerstown, MD 
 

SPECIAL EVENT PERMIT 
 
 
This permit is issued to ___________________________________________________________  
for the following Special Event: 
 
 
Name of Event: _________________________________________________________________ 
 
Location of Event: _______________________________________________________________ 
 
Date of Event: __________________________________________________________________ 
 
Rain Date: _____________________________________________________________________ 
 
Time of Event: __________________________________________________________________ 
 
 
This permit, and the attached Special Event Agreement, is valid only for the above date(s).   
 
 
 
This permit has been issued by the City Clerk on the ___th day of _________________. 
 
 
      __________________________________________ 
      Name 
 
 
      __________________________________________ 

Title 
 
 

Permit Number: ____________________________ 


	Guidebook, Addendum, Application, Committee Check Off, Agreement, Permit-4.12.21
	Guidebook and Addendum-4.12.21
	1-Special Event Guidebook-Better Layout Version-4.1.21
	SITE PLAN
	PUBLIC SAFETY/SECURITY PLAN
	CONTINGENCY PLAN
	CROWD MANAGEMENT
	EMERGENCY SERVICES
	OVERTIME POLICE
	ALCOHOL
	FOOD and COOKING
	Fire Marshal Requirements
	Washington County Health Department
	Food Vendors and Insurance

	VENDORS
	SALES TAX
	TENTS and INFLATABLES
	FIREWORKS
	NOISE ORDINANCE EXEMPTIONS
	STREET CLOSURES
	City Streets
	State Highways

	TRAFFIC CONTROL PLAN
	PARKING
	TRASH and RECYCLING
	ELECTRICITY
	WATER
	OVERTIME PUBLIC WORKS
	EVENTS IN CITY PARKS
	OVERTIME PARKS ATTENDANTS
	ASSEMBLY PERMITS
	INSURANCE
	BUSINESS AND NEIGHBORHOOD NOTIFICATIONS
	RESOURCES
	City of Hagerstown
	Washington County
	State of Maryland
	Crowd Management Training
	Insurance

	ADDENDUM

	1-ADDENDUMS COMPILED-3.31.21
	1-SITE PLANS COVER SHEET
	1-Site Plan Sample - Augfest
	1-Site Plan Sample-Hag. Hopes
	2-Weather Delay Scripts
	3-Contingency Plans
	5-SAMPLE TEMPORARY FOOD PERMIT
	5-VENDOR PERMIT
	5-Vendor Permit Application
	5-Vendor Permit Application

	6-HOLD HARMLESS COVER SHEET
	6-Hold Harmless Agreement
	7-SHA
	7-State Highway Closure Forms
	8-PARKS RULES
	8-Park Rules Rev Feb 2021
	10-Assembly permit cover sheet
	10-Assembly Permit
	11-TULIP INFORMATION
	11-TULIP Info
	12-Neighborhood Notice
	13-Traffic Advisory sample


	1-Special Event Application-3.31.21
	Special Events Logistics Committee Sign Off Sheet

	Special Event Agreement
	Guidebook, Addendum, Application, Committee Check Off, Agreement, Permit-4.12.21
	Special Event Permit

	Special Event Application Form.pdf
	Special Events Application Cover-5.10.21
	Special Event Application-APPROVED MCC 4.27.21


	minutes  Thank you for your patience and cooperation during the delay: 
	When Problem Arises: 
	Meet at: 
	HPD OfficeUSMH Building: 
	Who: 
	DCED Lead Staff HPD Assigned Lead Staff Parks Assigned Lead Staff: 
	What we do: 
	TEMPORARY FOOD eLRl11T: 
	THEREUNDER Permit Date Issued Event Dates Expiration Date Rain DateRow1: 
	for a period of up to one year: 
	or 2403133400 to obtain a food permit A copy of this permit must be presented with the Citys Vendor Permit Application: 
	Date_2: 
	Location of Sale: 
	State of MD Sales Tax: 
	Nature of business for which permit is desired or please indicate the articles offered for sale: 
	1: 
	2: 
	Name FirsUMiddle InitialLast: 
	Drivers License: 
	Address CityStateZip: 
	Phone_2: 
	Height: 
	Weight: 
	Age: 
	Personal description of applicant including marks of physical identification: 
	EmployerEmployee Address: 
	If yes please provide additional information: 
	Have you ever been convicted of a crime Yes: 
	1 Name and phone number: 
	2 Name and phone number: 
	3 Name and phone number: 
	3017398577 Ext 113  wwwhagerstownmdorg: 
	TO SELL MERCHANDISE FROM PROPERTY: 
	Property Location 1: 
	Property Location 2: 
	Peddler Applicant  Name Please Print: 
	Peddlers Home Street Address: 
	Peddlers City State  Zip: 
	Telephone Number: 
	Date Signed: 
	Owner of Property  Name Please Print: 
	Owners Street Address: 
	Owners City State  Zip: 
	Telephone Number_2: 
	End Date: 
	End Time: 
	Special Event Permit  Data Sheet 1: 
	Special Event Permit  Data Sheet 2: 
	Special Event Permit  Data Sheet 3: 
	Special Event Permit  Data Sheet 4: 
	Special Event Permit  Data Sheet 5: 
	Special Event Permit  Data Sheet 6: 
	Special Event Permit  Data Sheet 7: 
	Special Event Permit  Data Sheet 8: 
	Special Event Permit  Data Sheet 9: 
	Daytime Phone 1: 
	Daytime Phone 2: 
	undefined_6: 
	Number of Participants: 
	Number of Vehicles: 
	RainSnow Date: 
	Will you be occupying all or part of a travel lane: 
	1_2: 
	2_2: 
	Yes: 
	Yes_2: 
	No: 
	Yes_3: 
	Number: 
	No_2: 
	Yes_4: 
	Number_2: 
	District 1 Dorchester Somerset Wicomico Worcester 1: 
	District 1 Dorchester Somerset Wicomico Worcester 2: 
	District 2 Caroline  Cecil Kent Queen Annes Talbot 1: 
	District 2 Caroline  Cecil Kent Queen Annes Talbot 2: 
	District 2 Caroline  Cecil Kent Queen Annes Talbot 3: 
	District 5 Anne Arundel Calvert Charles St Marys 1: 
	District 5 Anne Arundel Calvert Charles St Marys 2: 
	limits of at least 300000 oer incident1000000 aggregate: 
	Representative 1: 
	Representative 2: 
	undefined_7: 
	Local Government Police: 
	Local Government Police_2: 
	Local Government Police_3: 
	undefined_8: 
	Park Rules: 
	Last Revised Feb 202 I: 
	Business Nmne: 
	Address_2: 
	City State: 
	Phone_3: 
	FRX: 
	Web site: 
	undefined_9: 
	Add1css: 
	undefined_10: 
	Phone_4: 
	Signntme of Applicnnt: 
	Dnte: 
	I Approved Cnpncity Amount and Loc11tion: 
	2 Approved C11pacity Amount rmd Locillion: 
	3 Occupancy Sign Posted llt e111rn11ce: 
	4 Assembly Permit Posted al visible loct1lion: 
	undefined_11: 
	Date of lusuection: 
	Stncr 1: 
	Stncr 2: 
	Aj3: 
	0 Q: 
	0 z: 
	0 z_2: 
	undefined_12: 
	iI: 
	Row1: 
	Row2: 
	VJ I I I I II I I LiJjJ: 
	r: 
	r ANTIETJIJII: 
	HOfD   7: 
	If yes please attach a copy of your IRS determination letter: Off
	Text3: 
	Text4: 
	Text5: 
	Text97: 
	Text98: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	Date105_af_date: 
	Date106_af_date: 
	Text107: 
	Text108: 
	Text109: 
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 
	Text116: 
	Text117: 
	Text118: 
	Text119: 
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Text126: 
	Text127: 
	Text128: 
	Text129: 
	Text130: 
	Text131: 
	Text132: 
	Text133: 
	Text134: 
	Text135: 
	Day: 
	Month: 
	Year: 
	Organization/Participant: 
	Name of the Event: 
	Participant's Name: 
	Witness's Name: 
	Additional Participant 1: 
	Additional Participant 2: 
	Mailing Address: 
	City State Zip Code: 
	Date of Birth: 


