
Permit #: 	


30489 Broad Street Princess Anne, MD 21853
(410) 651-1818

Application Date: 	


townofprincessanne.org

PUBLIC ASSEMBLY OR PARADE PERMIT APPLICATION
APPLICANT INFORMATION


*This form must be submitted to the Town of Princess Anne during normal business hours Monday-Friday 8:30am-4:30pm. In order to be considered, this form must be submitted no less than 60 days prior to the planned event. This form must be typed or printed clearly and legibly. All spaces must be filled in completely. Applications submitted 24 hours prior to the event will not be accepted. You MUST fill out the MDOT Special Event Permit form that is attached to this application, your permit can NOT be approved without it.

       Organization Name: ___________________________________________________________________
       Name of responsible party: ____________________________ Phone #: _________________________
       Mailing Address: 	___________________________________
City: 		State: 	 Zip: 		_______
Phone Number: ________________________________ Email: ____________________________________
Certificate of Liability Insurance #: _______________________________________________ 
*A Certificate of Liability Insurance is required for any event occurring on a Town street, sidewalk, parking lot or park in the amount of $1,000,000.00 per occurrence with the Town of Princess Anne named as an additional insured. Please attach a copy of Certificate Liability Insurance to the application. 


		 Requested Services:                
Police Dept  [image: ] YES  [image: ] NO 
      Public Works  [image: ] YES  [image: ] NO
     State Hwy   [image: ] YES  [image: ] NO
      Street Closures [image: ] YES  [image: ] NO 
     



· Plants/Flowers   [image: ]  Other:___________

	      Is this for a Parade ?                  
· No
· Yes *please attach a drawing of parade route 
· How many Units in parade: _______

        








* If this event requires street closures, please attach a detailed map of the streets that will need to be closed. If ANY state roadway is to be blocked you must contact the State Highway Administration for any additional requirements. Their number is 410-651-0317.





EVENT INFORMATION


  *Please remember that Alcohol is not permitted on any Public Property. 

 Event Location:	_________________________________________________________________
      
       Brief description of Event: _________________________________________________________________

       Type of Sound Amplification: ______________________________________________________________

       Purpose of Event: _______________________________________________________

       Beginning Date of Event: ____________________ End Date of Event: __________________________

        Rain Date: ___________________ Number of people attending: _______________________________


        Applicant Name : _____________________________________________
       
        Applicant phone number : _______________________________ Email: ___________________________

        Applicant Signature: ___________________________________________ Date: ___________________



  OFFICE USE ONLY 

                   
                    Date Application Received: 	                     Received by: _________________________
Date deposit fee paid: _______________ Cash/Check/Credit Card: ___________ 
Certificate of liability insurance received: _______________________ 
                   Chief of Police Approval: ____________________________________________ Date: ___________

Public Works Approval: _____________________________________________   Date____________

State Highway Approval: _____________________________________________ Date: ___________

Application has been Approved or Denied by: ___________________________   Date: ____________          

   













 
Indemnity/Hold Harmless Agreement

       
To the fullest extent permitted by law, the undersigned Organization agrees to indemnity and hold the President and Commissioners of the Town of Princess Anne, its elected and appointed officials, employees, volunteers and others working on behalf of the President and Commissioners of the Town of Princess Anne, harmless from and against all loss, cost, expense, damage, liability or claims, whether groundless or not, arising out of the bodily injury, sickness or disease (including death resulting at any time therefrom) which may be sustained or claimed by any person or persons, or the damage or destruction of any property, including the loss of use thereof, based on any act or omission, negligent or otherwise, of the Organization or anyone acting on its behalf in connection with or incident to the ___________________________________________________________________________ (Event name) 
scheduled for ____________________ (Event Date) except that the organization shall not be responsible to the President and Commissioners of the Town of Princess Anne on indemnity for damages caused by or resulting from the President and Commissioners of the Town of Princess Anne’s sole negligence; or proceeding which may be commenced thereunder, the organization shall pay any and all judgments which may be recovered in any suit, action or proceeding, and any and all expense including but not limited to, costs, attorneys’ fees and settlement expenses, which may be incurred therein.
The organization agrees to provide a general liability policy to the President and Commissioners of the Town of Princess Anne for the event with no less then $1,000,000.00 of coverage. This Indemnity/Hold Harmless Agreement must be completed and signed before approval for a parade or public assembly can be given.

                    Name of Organization: _______________________________________________________

            Applicant signature: __________________________________________________ 
                  Date: _______________














[image: Logo

Description automatically generated]Maryland State Highway Administration
Special Event Permit – Data Sheet


Event:	
Start Date: 		End Date:  
Start Time: 		End Time: 
Purpose/Type:
Organizer:
Contact Person	Daytime Phone:
and Address:	Evening Phone:
 	Email Address:
No. of Participants:	No. of Vehicles/Units:	Rain/Snow Date:
Proposed Route (Written Description):


[bookmark: Check1][bookmark: Check2]Will you be occupying all or part of a highway travel lane:  No   |_|         Yes   |_|
[bookmark: Check3][bookmark: Check4]Will you be closing all or part of a roadway:  No   |_|           Yes   |_|
If Yes to either of the above, where?

Have you requested Local Police assistance*:  No   |_|       Yes   |_|          Number:
[bookmark: Check7][bookmark: Check8]Have you requested Maryland State Police assistance*:  No   |_|          Yes   |_|          Number:
*THE EVENT ORGANIZER IS RESPONSIBLE FOR OBTAINING LOCAL AND/OR STATE POLICE ASSISTANCE*
CIRCLE OR UNDERLINE THE DISTRICT(S) AND COUNTY(S) YOUR EVENT WILL TAKE PLACE IN
DISTRICT 1:	Dorchester/Somerset/Wicomico/Worcester
DISTRICT 2:	Carolina/Cecil/Kent/Queen Anne/s Talbot
DISTRICT 3:	Montgomery/Prince George’s
DISTRICT 4:	Baltimore/Hartford
DISTRICT 5:	Anne Arundel/Calvert/Charles/St. Mary’s
DISTRICT 6:	Allegany/Garrett/Washington
DISTRICT 7:	Carroll/Howard/Frederick
ATTACH THE FOLLOWING
[bookmark: Check9]|_|	Map of affected routes
[bookmark: Check10]|_|	Traffic Control Plan (included details of how intersections will be controlled, a detour plan, locations of police 
	officers/volunteers and locations of traffic control devices, as appropriate)
[bookmark: Check11]|_|	Complete the attached Lane Closure Permit/Schedule Summary Application and (Follow instructions of this 
	Permit)
[bookmark: Check12]|_|	Other event details:
	
	(Contact the District Office to determine what, if any, additional information will be required for your event)
***Submit completed Data Sheet and attached Signature Sheet to SHA no later than 60 DAYS prior to your event.

[image: Logo

Description automatically generated] Maryland State Highway Administration
Special Event Permit – Data Sheet

EVENT:
ORGANIZER’S ACKNOWLEDGEMENT:  I/We hereby affirm that the ORGANIZER of this EVENT and all PARTICIPANTS will comply with the Laws of the State of Maryland and any applicable county and municipal statutes and ordinances and will adhere to the terms and conditions set forth in the PERMIT.  My/Our signature(s) below confirm that the ORGANIZER and all PARTICIPANTS agree to hold harmless from any liability, incurred by them or to others associated with this EVENT, the various government agencies providing assistance for this EVENT.  The ORGANIZER may be required to obtain Liability and Property Damage Insurance with limits of at least $300,000 per incident/$1,000,000 aggregate.
ORGANIZER:
				PLEASE PRINT NAME
REPRESENTATIVE:
				PLEASE PRINT NAME
SIGNATURE:
				PLEASE SIGN

TERMS AND CONDITIONS:
1) The EVENT shall adhere to the route, number of participants and vehicles (not more than 10% higher than the number of this Permit), date(s) and times shown on the attached sheet(s).

2) The ORGANIZER shall ensure that the approved TRAFFIC CONTROL PLAN is followed.

3) The ORGANIZER shall ensure that the approved Lane Closure Permit/Schedule Summary Application is followed.  The ORGANIZER shall activate the Lane Closure Permit before the beginning of the event and deactivate the Lane Closure Permit at the end of the event.

4) In the event of winter weather during the event, SHA will require access to all State Highways for weather related operations.  This may require cancellation of the event.

5) Immediately following the event, the ORGANIZER shall clean up all litter, temporary signs and other event materials and return the roadway to a condition equal to or better than its condition before the event.

6) Additional stipulations:


AGENCY APPROVALS

Before signing and giving approval for your agency, consider the following:

1) Ensure you have the approval authority to sign for your agency to commit manpower and resources. 
2) Ensure you have looked over the entire application package, including the Route Map, Traffic Control Plan and Lane Closure Permit.  If you identify any problems, have the event organizer address them prior to signing.
3) If reimbursement is required, ensure you have mutually agreed upon the amount (in writing) and terms under which payment will be made.

Local Government (                    ):   
		     AGENCY	SIGNATURE                                                             PRINTED NAME                                   DATE

Local Government (                    ):   
		     AGENCY	SIGNATURE                                                             PRINTED NAME                                   DATE

Local Government (                    ):   
		     AGENCY	SIGNATURE                                                             PRINTED NAME                                   DATE

Maryland State Police:   
		     		SIGNATURE                                                            PRINTED NAME                                   DATE

State Highway Administration: 
				SIGNATURE                                                             PRINTED NAME                                   DATE







SPECIAL EVENTS ON MARYLAND STATE ROADWAYS
Permit Process and Instructions


I. INTRODUCTION 

The Maryland State Highway Administration (SHA) recognizes the need to use the state transportation system for special events because of its accessibility, proximity to popular destinations and its ease of use. A positive and safe event experience is important for event participants as well as others who may be affected by the event, including property owners, businesses, places of worship, spectators, and road users. SHA has a responsibility to provide a safe and efficient transportation system for all users. To that purpose, any event affecting State roads must be approved and permitted by the SHA. 

A. What is a special event? 

A special event is any activity that may affect the safe and normal movement of vehicular and pedestrian traffic along the State Highway system, or which may require the assistance of local, county or State Police, or the SHA. Special events may include marches and parades, filming, organized bicycle or pedestrian races and events, local festivals or other types of activities that may impact highway operations. A Maryland State Highway Administration Special Event Permit is required for any event that will impact an Interstate, U.S. Route, or State numbered highway. 
If part of the event is to occur on a roadway within another jurisdiction (i.e., county or city roads), the event organizer must request a permit from the local agency(s). 

B. When is police assistance needed? 

Police assistance is required whenever event participants will be passing through a signalized intersection in violation of traffic signals. Police assistance may also be needed when participants pass through an intersection in violation of STOP signs or will be otherwise violating posted traffic regulations. This most commonly occurs in races so that participants are not delayed at intersections. State law allows uniformed police officers to override traffic regulations to safely manage the flow of traffic. There may also be other instances when police assistance could be needed to help maintain the safe and orderly flow of vehicles and/or pedestrians. The Traffic Control Plan developed for an Event should clearly indicate the location(s) where police assistance will be used, and the specific temporary traffic restrictions being implemented. Their potential impact on overall traffic flow will be considered by SHA during the application approval process. 

If it is determined that police assistance is required, it is the event organizer’s responsibility to determine which police agency has jurisdiction (State police, county police and/or municipal police) and to make the appropriate arrangements with them to provide the necessary level of support, consistent with the traffic control plan submitted to SHA. If the police agency requires reimbursement for their services, it is the event organizer’s responsibility to arrange for reimbursement. If law enforcement personnel are not available for your event, riders/participants must obey all traffic signs, signals, etc.
















SPECIAL EVENTS ON MARYLAND STATE ROADWAYS

II. PERMIT APPLICATION PROCESS 

A. Submit Permit Application to SHA 

Once you have determined that your event will require the use of a State highway(s), consider scheduling a meeting with or contacting the appropriate SHA District Office to discuss the proposed event, route, temporary traffic control and permit application requirements.  Conflicts with other activities/events can be avoided with advance planning. For events with very large anticipated attendance that are likely to significantly impact traffic flow on State roadways or for new events, the applicant is strongly encouraged to schedule a meeting, or series of meetings, with the appropriate District Office(s). This coordination should occur anywhere from a minimum of six (6) months prior to the event for larger events (e.g., all multi-district events, foot or bicycle races over 5km (3 mi), events with more than 300 participants, parades over one mile, etc.) to ninety (90) days prior to the event for smaller events (e.g., foot or bicycles races of 5km (3 mi) or less, events with less than 300 participants, parades under one mile, etc.). 

The Special Event Permit Application Forms can be obtained from the appropriate SHA District Office. A completed application (including the Special Event Permit “Data Form”, signed “Signature Sheet”, and required attachments) should be submitted to the appropriate District Office as soon as possible, but no less than sixty (60) days prior to the event. The completed form may be submitted via mail, fax, email, or messenger. If you have questions about filling out the forms, contact the appropriate District Office. 

In addition to the completed forms, the following documents shall be submitted at the time of application: 

· Route Map 
· Traffic Control Plan (TCP) 
· Lane Closure Permit 
· Other event information, as required by the District Office 

Data Sheet. The Data Sheet is used to provide basic event information, including the event type, location, date(s), start and end times; event organizer contact information; impacts to State highways; planned use of law enforcement personnel, etc. 

Signature Sheet. The event organizer is responsible for coordinating with all local government agencies that will be impacted by the event. This includes, but is not limited to, the public works or transportation department, city manager, mayor, etc. of any incorporated municipality that the event passes through; municipal, county and/or State Police; County Engineer/Roads Department representatives; State or Federal park service representatives; and county school system representatives. 

The event organizer must obtain approval signatures on the Signature Sheet from an authorized representative of all applicable local government and police agencies prior to submitting the application to SHA.  The event organizer should first obtain local government agency approvals, followed by local police approval, then Maryland State Police (MSP) approval. Only after all local agency and police approvals, as indicated by their signatures on the Signature Sheet, are obtained should the completed application be submitted to the appropriate SHA District Office for final approval. 











SPECIAL EVENTS ON MARYLAND STATE ROADWAYS

Route Map.  Attach a suitably scaled map showing all the roadways that will be affected by the event to the application.  Include a route narrative explaining the direction of travel, lane/road closures, rest stops, et cetera . 

Traffic Control Plan (TCP).  It is the responsibility of the event organizer to prepare the Traffic Control Plan to be submitted with the application.  Firms or qualified individuals with temporary traffic control design experience can prepare plans for you if assistance is needed.  The TCP should specifically address: 
· How the event organizer will alter normal traffic flow, 
· How the event organizer will provide for the safety and needs of event participants, and 
· How uniformed police officers will be used, including an estimate of the number of officers needed. 

The TCP shall indicate how traffic will be maintained, where the police control points are, and show what lanes, shoulders and total road closures are proposed.  The TCP shall also provide detail on how affected intersections will be controlled and show all traffic control devices that will be used.  The plan shall show signs for detours and/or informational purposes, including portable changeable message signs (PCMS), which will be used during and in advance of the event.  For racing events, uniformed police officers or acceptable traffic control barricades are required at each signalized or STOP controlled intersection. 

Lane Closure Permit:  See Page 7 and 8 for instructions.  This is a requirement for the special event permit if on a state highway. 

Other Event Information.  Depending on the size and nature of your event, some Districts may require additional information to be submitted along with the Permit Application.  Refer to the Special Event Permit Checklist for a list of information that you may be required to provide to SHA.  Contact the appropriate District Office for details on what will be required for your event.  If required, this information shall be submitted to SHA with the completed application forms; therefore, it is extremely important that you coordinate with the District prior to the sixty (60) day permit application submission deadline. 

Multi-District Events.  For events involving more than one District or neighboring states, contact the District Office where the majority of the event takes place.  Approval signatures may be required from the other SHA Districts, as well as local government/law enforcement representatives at the Maryland State Police in the secondary Districts.  For events traveling through the state, contact the Traffic Development and Support Division in the Office of Traffic and Safety at the address shown in Section H. 

B. Agency Review 

A representative from the SHA District Office will review the information that has been submitted.  The representative will: 
· Examine the proposed route and gather information about any construction or maintenance projects that may create specific challenges or conflicts 
· Analyze the impact the event may have on roadway operations 
· Review the Traffic Control Plans for compliance with State and Federal standards 

During this review, the SHA Special Events representative may contact you for additional information.  If the original route you have selected or TCP are not acceptable, the event organizer will be informed of the reason(s) and given the opportunity to redraft route and/or the TCP.  In these situations, SHA will collaborate with you to lay out a route that will provide the best and safest conditions for both your participants and the general traveling public.  If the route is changed from the original submission, the event organizer must send SHA a revised Data Sheet, Signature Sheet (with local government and law enforcement agency signatures), route map, and traffic control plan. 












SPECIAL EVENTS ON MARYLAND STATE ROADWAYS

Once the application package is acceptable, the authorized SHA representative will sign the Signature Sheet. Assuming the application and all required documentation was submitted at least sixty (60) days in advance and was acceptable on the first submittal, the original, signed Special Event Permit will be returned to the event organizer at least one (1) month prior to the date of the event. SHA will provide either hard copies or electronic copies of the approved permit to the affected local jurisdictions and police agencies. The permit, signed by all affected agencies and SHA, authorizes you to hold your event in accordance with the terms and conditions of the approved application package. 

C. Notifications 

The event organizer is responsible for advising the general public and local emergency services of pertinent details (road closures, detours, times and duration, etc.), including the following notifications: 
· All appropriate local and state law enforcement agencies shall be notified of the event prior to submitting the Special Event Permit to SHA. 
· All local jurisdictions (city, county, et cetera) affected by the event shall be notified of the event prior to submitting the Special Event Permit to SHA. 
· Local emergency units (fire, rescue, et cetera), local post offices, schools, regularly scheduled buses, and affected residents and businesses shall be notified upon approval of the permit or at least two (2) weeks before the event, as needed. 
· As needed, the organizer shall distribute a press release to all local media outlets (radio stations, television stations and newspapers) that will announce the event and advise residents of potential travel delays.   The press release shall include dates, times, and roads that will be affected as well as an estimate of the length of delay. 
· For events requiring lane closures on State roadways, the event organizer shall notify the Maryland State Highway Administration Statewide Operations Center (SOC) of any lane closures prior to the day of the event.  On the day of the event, the organizer shall notify the SOC thirty (30) minutes prior to the actual closure of lanes by telephone at 1-800-543-2515 or 410-582-5650 with confirmation of the start time, estimated time of re-opening, and to verify the location and lanes affected.  Once the lane closures are about to be reopened, the event organizer shall notify the SOC to advise them of the opening. 

It is not advised to advertise detailed event information prior to gaining SHA event approval. 

D. SHA Services 

SHA provides the following services and support for your event at no cost: 

· Help determining the appropriate routes for the event and need for traffic control 
· Review and approval of formal Traffic Control Plans (Note: The event organizer is responsible for developing the Traffic Control Plan) 
· Providing information on current highway construction and maintenance projects 
· Facilitating the use of highway advisory radio and other public information efforts as appropriate 
· If appropriate, providing written explanation to event organizer why application has been rejected. 














SPECIAL EVENTS ON MARYLAND STATE ROADWAYS

E. Reimbursement Requirements 

· Currently, there is no charge for submitting a Special Event Permit Application. 
· If an organizer chooses to use the services of a traffic control company to prepare or revise the traffic control plan, he/she is responsible for any charges incurred. 
· The event organizer will be required to pay for traffic control services. 
· Police Services: It is the event organizer’s responsibility to determine which agency has jurisdiction (state police and/or municipal police) and make the appropriate arrangements with them to provide the necessary level of support.  It is the event organizer’s responsibility to reimburse the police agency for their services, if required. 
· SHA Services: SHA will not provide employees or equipment for Special Events in most cases.  In the rare event that SHA does provide employees or equipment to help with your event, a cost sharing agreement, which includes a written estimate of costs, will be developed prior to the event.  This agreement must be signed by the event organizer and SHA. 

III. APPLICATION TIMELINE 

6+ MONTHS TO 90 DAYS PRIOR TO EVENT 

· Preliminary request to SHA to initially verify event route and discuss permit requirements 
· Coordinate with affected local jurisdictions and obtain their approval on the Special Events Permit Signature Sheet 
· Coordinate with appropriate law enforcement agencies and obtain their approval on the Special Events Permit Signature Sheet 

60 DAYS PRIOR TO EVENT 

· Complete Special Event Permit Application (Data Sheet and Signature Sheet) submitted to SHA 
· Preliminary map showing event route and law enforcement placement 
· Traffic Control Plan 
· Other event details, as required. 

30 DAYS PRIOR TO EVENT 

· SHA issues approved permit 
· Lane Closure Permit is be submitted.

14 DAYS PRIOR TO EVENT 

· Event organizer notifies affected persons, agencies, etc. 













SPECIAL EVENTS ON MARYLAND STATE ROADWAYS

IV.	SHA Special Events Staff Contacts

District 1 – Dorchester, Somerset, Wicomico, and Worcester Counties

Daniel Wilson					Mark Gillis
Assistant District Engineer – Traffic			Transportation Engineer
Maryland State Highway Administration		Maryland State Highway Administration		
State Highway Administration			State Highway Administration			
660 West Road					660 West Road
Salisbury MD  21801					Salisbury MD  21801
Telephone:	410.677.4040				Telephone:	410.677.4042
Toll Free:	800.825.4742				Toll Free:	800.825.4742
dwilson12@mdot.maryland.gov			mgillis@mdot.maryland.gov  

Joe Manning                                                              Ron Marvil
Transportation Engineer				 Transportation Engineer
Maryland State Highway Administration		 Maryland State Highway Administration
State Highway Administration			 State Highway Administration
660 West Road					 660 West Road
Salisbury MD  21801 					 Salisbury MD  21801
Telephone:	410.677.4046				 Telephone:  410.677.4044
Toll Free:	800.825.4742				 Toll Free:  800.825.4742
jmanning.consultant@mdot.maryland.gov 	              rmarvil@mdot.maryland.gov 
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