
Town of Jonesborough, Tennessee 

Special Event Permit Application 
A Special Event is any occasion including but not limited to fairs, shows, exhibitions, city-wide 
celebrations and festivals taking place within a specifically defined area of the Town of Jonesborough 
for a period of time. A special event may include the use of public facilities in the Town of 
Jonesborough, including, but not limited to parks, streets, alleys, sidewalks, restrooms or other 
municipal owned facilities, and which includes a general invitation to all members of the public to 
either participate in and/or view such event, or part thereof, Special Events may be one-time or 
recurring occasions.  
12-402 Jonesborough Municipal Code 

Whenever any person, group, association, club, business, firm or corporation desires to sponsor a 
Special Event such person, group, association, club, business, firm or corporation shall first obtain a 
“Special Event Permit” from the Town of Jonesborough. 12-403 Jonesborough Municipal Code 

Person(s) Completing Application: 

Name: _______________________________________________________	 Date:___________ 

Address: _________________________________________________________________________		  
Phone: __________________________		 Email: _____________________________________ 

 
	 	  

Completion Instructions: 

1. Each question on this must be answered in some fashion for your application to be considered 
for approval. Please attach additional sheet(s) if necessary to completely and accurately 
provide the requested information in each question, labeling any additional sheet(s) clearly as 
such. 

2. Incomplete applications will not be accepted or considered. 

3. The application and your exhibits of the entire package should be filed with the Town 
Administrator’s office at least 90 days in advance of your event for consideration/approval from 
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Applicant Beware: Unfortunately, many of our applicants have received emailed invoices 
for their event applications. THESE ARE SCAMS! DO NOT PAY! If you receive an invoice 

for your event, please DO NOT PAY. If you have questions about the legitimacy of the 
invoice call Town Hall at 423-753-1030. WE WILL NOT EMAIL YOU AN INVOICE.



the BMA. See Schedule of Approval, Chapter 4, Title 12-406(2) of the Jonesborough Municipal 
Code.  

Sponsoring Organization Information: 

Name: _________________________________________________________________________ 

Purpose: _______________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

 
Is this a recurring Special Event? _____ Yes	 _____ No 

 
Special Events that are recurring require the annual approval of the Board of Mayor and Aldermen. 
This permit application shall provide a schedule for the term of a recurring event: _______________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Event Information: 

Name of Event: ___________________________________________________________________ 

Description & Purpose of Event: ______________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
Dates & Hours of Event: ____________________	 Estimated Number Expected to Attend: ______ 

 
Estimated Number of Town Citizens Expected to Participate in and/or View Event: _______________ 

 
Is a request for public safety assistance included in your Security Plan attached as per the list of 
items below? _____ Yes	 ______No 
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Required Exhibits to Application 

Please attach the following exhibits to this application (each item should be clearly labeled with the 
number in this list to facilitate a prompt review of your application). If your event will not involve one or 
more of these items, you should attach an exhibit with appropriate number and heading explaining 
that fact: 

1. Hold Harmless Agreement executed on form approved by the Town of Jonesborough 
(included in this application packet). Must be notarized, these services are available at Town 
Hall if necessary.  

2. Lis of Pre-Events and Post-Events to be held in conjunction with the main event (including 
parade, fireworks, etc.) 

3. Map with City Streets showing event boundary and registration area, tents, booths, food, 
office/administration, etc. 

4. Outline of Your Publicity Plan with examples of previous efforts, if available. 

5. Security Plan including crowd control, pedestrian safety, any special parking provisions 
including handicap spaces, vendor and/or performer parking, a parking map and list (include 
samples of any special parking permits to be used, if any), and any request for public safety 
assistance (a request for public safety assistance should also be included with your Town 
Services Request in the next section of this application). 

6. Emergency Plan including emergency procedures, provisions for first aid services and 
provisions for appropriate emergency communication. Include an outline of any activities 
involving moving vehicles and safety procedures used to avoid or prevent injury. 

7. Event Sponsors List including all sponsors’ names, addresses, and telephone numbers along 
with their title and area of responsibility for the event. 

8. Proof of your liability Insurance  provided by your insurance company (see example 
included in application packet). 

9. Anticipated Vendors and Concession Booth List (a final and complete list of vendors and 
concession booths shall be filed with the Town Recorder at least 48 hours prior to the event. 

10.A list of Physical Services for the Event that will be Provided by or Contracted for by the 
Event Sponsor. List should include erection of temporary stages or facilities including tents, 
lighting, sound, efforts to address refuse collection, security, etc. 
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11. Clean-Up Plan detailing person(s) responsible for site clean-up, schedule and any repairs or 
grounds remediation that is expected.  

12.Street Closure Request listing of all streets/portions of streets including the dates and hours 
of closure (failure to list a portion of a street will result in your application being considered 
under the assumption you are requesting the entire street to be closed within the town limits). 

Request for Services from the Town of Jonesborough 

Please indicate any services you request for your event from the Town of Jonesborough*. (A fee 
may be levied by the Town for additional services per the Municipal Code, see 12-407) 

______  Use of Facilities	 What Facilities: _________________________________________ 

	 	 	 	 	 Dates/Hours:  __________________________________________ 

	 	 	 	 	 Space/Staffing Needs:  ___________________________________ 

*For each such service requested please provide a detailed description of your request as Exhibit 13 

Acknowledgement of Receipt of Chapter 4 of the Jonesborough Municipal Code 

I/We the undersigned representatives of the sponsoring organization listed above acknowledge 
receipt of a copy of Chapter 4 of the Jonesborough Municipal Code governing special events and 
agree to comply with all provisions of that Chapter. 

Signature: ____________________________________	 Date: ___________________________ 

Printed Name: _________________________________	 Title: ____________________________ 

Witness: ______________________________________ 

 

Police & Security Refuse Collection

Street Cleaning Event Preparation/Beautification

Signage Parking

Communication and/or Publicity
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Applicant Acknowledgement: Unfortunately, many of our applicants have received emailed 
invoices for their event applications. THESE ARE SCAMS! DO NOT PAY! If you receive an 
invoice for your event, please DO NOT PAY. If you have questions about the legitimacy of the 
invoice call Town Hall at 423-753-1030. WE WILL NOT EMAIL YOU AN INVOICE. 

Signature: ______________________________________	 Date: _____________________



The undersigned certifies that the information contained in both this application and the attached 
exhibits is complete and accurate and further agrees to amend this application immediately if any 
such information changes. The undersigned understands the Board of Mayor and Aldermen may 
approve, reject or modify this request in whole or in part under the Jonesborough Municipal Code. 

Signature: ____________________________________	 Date: ___________________________ 

Printed Name: _________________________________	 Title: ____________________________ 

Witness: ______________________________________ 

Town of Jonesborough, Tennessee 

Special Event Permit Application 
EXHIBIT 1 – Hold Harmless and Indemnity Agreement 

This agreement made on the ____ day of _______________, 20____, in the Town of 
Jonesborough, County of Washington, State of Tennessee.  

The parties to the agreement are the undersigned ___________________________________, 
	 	 	 	 	 	 	 	 	 (Name of Organization or Sponsor) 
Called “indemnitor”, and the Town of Jonesborough, Tennessee called “indemnitee.” 

Indemnitor has submitted a Special Event Permit Application to indemnitee. The agreement 
attached as Exhibit 1 to that application. Approval of that application is expressly conditioned on 
the execution of this agreement, indemnitee has agreed to review for approval the application for 
a special event and if approved to allow the indemnitor’s special event to take place within the 
limits of the Town of Jonesborough in consideration of the indemnitee’s allowing the event to take 
place and $1.00, receipt of which by indemnitor is acknowledged, the parties agree as follows: 

SECTION 1 
Scope of Indemnity 

Indemnitor undertakes to indemnify and to save harmless indemnitee from any liability, loss or 
damages indemnitee may suffer as a result of claims, demands, costs, or judgments against it 
arising out of the operation within the limits of the Town of Jonesborough, County of Washington, 
State of Tennessee, of the special event outlined in the application or the management thereof. 

Indemnitor assumes full responsibility for all damages and injury that may result to any person or 
persons or to adjoining property by reason of the excavation for, and the erection, construction, 
and maintenance of, any structures put in place for the event and agrees and covenants to 
indemnify indemnitee against any such claim(s).  

Indemnitor expressly undertakes to indemnify and to save harmless indemnitee from all liability 
and/or loss or damages for or arising out of the special event outlined in the application, whether it 
be caused by the negligence of indemnitee, indemnitee’s agents or employees, indemnitee’s 
contractors or otherwise.  
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SECTION 2 
Period Covered 

The indemnity will extend from the date of this agreement to and including the date the special 
event concludes, including cleanup. 

SECTION 3 
Expenses, Attorney’s Fees, and Costs 

Should it become necessary for the purposes of resisting, adjusting, or compromising any claim(s) 
or demand(s) arising out of the subject matter with respect to which indemnification is provided by 
this agreement, or for purposes of enforcing this agreement, for indemnitee to incur any expenses, 
or become obligated to pay any attorney’s fees or court costs, or costs within a reasonable time, in 
no event to exceed thirty days, after receiving written notice from indemnitee of the incurring of 
such expenses, attorney’s fees or costs. 

SECTION 4 
Interest 

Indemnitor agrees to pay indemnitee interest at the rate of ten (10) percent per annum or any 
necessary expenses or costs incurred by indemnitee in the enforcement of this indemnity contract, 
or on any sums indemnitee is obligated to pay with respect to the matters to which indemnity is 
given in the contract, from the date such expenses or costs are incurred, or such sums are paid. 

SECTION 5 
Notice of Claim Against Indemnitee 

Indemnitee agrees to give indemnitor ten (10) days written notice of any claim made against 
indemnitee on the obligations indemnified against. 

Executed on the date first written above: 

Organization: __________________________________  By:  ____________________________ 

Printed Name: _________________________________	 Title: ____________________________ 

STATE OF TENNESSEE 
COUNTY OF WASHINGTON 

	 Before me, the undersigned Notary Public in and for the State and County aforesaid, 

personally appeared ______________________________, with whom I am personally 

acquainted (or proved to me on the basis of satisfactory evidence), and who upon oath, 

acknowledged himself/herself to be the ________________________________(title) of 

_____________________________________(organization), and that he/she, as such officer, 

being authorized so to do, executed the foregoing instrument for the purposes therein contained 

by signing the name of organization by himself/herself as such officer. 
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	 WITNESS my hand and seal at office in the State and County aforesaid, this, the ______ of 

________________________, 20____. 

________________________________ 
NOTARY PUBLIC 

	 My Commission Expires: 

	 ____________________________ 

EXAMPLE – EXHIBIT 8 
The certificate of Liability Insurance MUST include the “The Town of Jonesborough is an 
Additional Insured on this Policy.” 
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