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To All Applicants for Special Events,

As America's Hometown, the City of Hannibal encourages special events, festivals, and parades in our
community. These events add to our quality-of-life, and help make Hannibal a truly unique hometown!

In encouraging these events however, the City remains cognizant of possible impacts to non-participants, such
as neighboring residents or nearby businesses. The City wants these events to have minimal impact on others.

Special events that will occur solely on private property do not typically require City Council approval. The City

simply asks that noise levels be contained, safety monitored, and trash/debris removed after the event. In
essence, we ask for your consideration toward others.

Special events that will (1) occur on public property, (2) require street closures, (3) involve outdoor retail sales,
or (4) involve off-site liquor sales, first require City Council approval. For such events, please complete the
attached Special Event Application; execute the Hold Harmless Agreement then return it to the City Clerk. The

City additionally requires a Certificate of Insurance; this certificate must list the City of Hannibal as an
additional insured and must be endorsed.

On the attached Application, please fill-in the date that you would like the City Council to hear your request. It is
very important that you (or a member of your organization) attend the Council Meeting to answer any questions.
Questions typically involve ways to assure that surrounding residents are not negatively impacted.

To be placed on a Council Meeting agenda, this Application must be submitted to the City Clerk no later than
the Wednesday preceding that Council Meeting. This is very important, as the City Clerk has a legal deadline
for publishing the agenda, and the City Council, by law, can only act on items listed on the agenda.

Note, if your Special Event involves a parade, City Ordinance requires you to obtain a permit from the Police
Department after Council approval, but prior to your event. Restated, if the City Council approves your request,

you must contact the Police Department (573-221-0987) within 10 days of your Special Event to secure the
appropriate parade permit.

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

Finally, if your Special Event involves off-site liquor sales, you must have a valid liquor license, or a specific

State exemption thereof before the City Council can consider your Special Event. The City Clerk (573-221-
0111) is available to answer any questions you may have.

We have created this Special Event Application to help simplify your review process. We wish you well with
your Special Event, and thank you for contributing to our quality-of-life here in America's Hometown!
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SPECIAL EVENT APPLICATION

Today's Date: Date you wish to be placed on Agenda:
Your Organization: Special Event:
Date(s) of Event: Requested Times (from — to)

Description of Activity:

Primary Contact Person(s): Home Phone:

Work Phone: Cell Phone: E-mail

Assistance Needed (location, efc.)

DEPARTMENTAL COMMENTS:

Police: Dept. Cost
Fire: Dept. Cost
Public Works: Dept. Cost
Building Inspector: Dept. Cost
Parks: Dept. Cost

Street: Dept. Cost




Tourism: Dept, Cost

Administration: Dept. Cost

STAFF RECOMMENDS:

City of Hannibal 320 Broadway, Hannibal, MO 63401
P 573.221.0111 F 573.221.8191
www.hannibal-mo.gov
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Hold Harmless and Insurance Requirements

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

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

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

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

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

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

By

Title Date



STATE OF MISSOURI SALES TAX
REQUIREMENTS FOR
SPECIAL EVENT VENDORS

« SPONSOR OF SPECIAL EVENT WILL BE REQUIRED TO
CONTACT THE DEPARTMENT OF REVENUE (314-877-0177)
TO REQUEST SPECIAL EVENT SALES TAX PACKETS FOR
EACH VENDOR.

« PRIOR TO ISSUING LICENSES - COVER SHEET FROM THE
DEPARTMENT OF REVENUE VERIFYING PACKETS WERE
REQUESTED/RECEIVED MUST BE PROVIDED.



This check list is for your planning and to help us better understand the
needs for your event; please check all activities that apply for your event.

ACTIVITY

PROCESS

[ | Business

The business/group promoting and organizing the event

License for profit must obtain a City of Hannibal Business
License. Contact City Hall at 573-221-0111 for more
information.

Ll Alcohol 1. Review the City of Hannibal, Municipal Code

Chapter 3 Alcoholic Beverages
2. Approval is needed from the City of Hannibal

[ ] Retail Vendors

If retail sales are being made, vendors are required to
collect and report sales tax to Missouri Department of
Revenue. Tax Packets may be obtained by calling
(573) 751-3505 or by visiting the Business tax
Registration Forms at http:/dor.mo.gov

[ ] Food Vendors

If food is to be served, each food vendor must receive
approval from the Marion County Health Department.
You may contact them at (573)221-1166.

[ ] Parade or other
run/walk event

Special Events that occur on public property, req uire
street closures, or involve outdoor retail sales, first
require City Council approval. Parades requires you fo
obtain a permit from the Police Department after
Council Approval, but prior to your event. You must
contact the Police Department (573)221-0987) within 10
days of your event to secure the appropriate parade
permit.

[ ] Security

(Must Provide Own) Method of Security

[1 Waste
Removal/Recycling

Responsibility of Event Holder

[ ] Port-A-Potties

Not supplied by City

'] Barricades

Available thru Street Department (573)221- 0134




