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SPECIAL EVENT GUIDELINES 

 

1.  Application: 

a. An applicant requesting a special event permit is required to submit a completed 

application, along with a $25.00 non-refundable fee payable to the Town of Abingdon for review and 

processing at least thirty (30) days before the date of the proposed event, to allow adequate review 

time. 

b. Should the applicant fail to apply within the timeframe stated above, the Town reserves 

the right to deny the application. 

c. Should the applicant not be in good standing with the Town regarding outstanding fees, 

taxes, or other obligations, the Town reserves the right to deny the application. 

d. The application shall provide relevant event information specified in the application, 

including alternatives for location, route, date, and time. 

e. All applicants are responsible for providing a specific and accurate representation of their 

event. As a condition of an approved application, the Town may identify the required level of 

services, including but not limited to, Fire, Police, and Public Works. 

f. As a condition of an approved application, the applicant may be required to submit a 

current Certificate of Insurance naming the Town of Abingdon as an additional insured in the 

minimum amount of $1,000,000. The Town reserves the right to recommend a higher amount 

depending on the proposed activity. 

 

2.  Additional Fees: 

a. Applicant and/or sponsor of any event requiring the use of public services shall be 

required to pay accordingly for services as deemed necessary by the Town. 

 b. Applicant should notify the need to reschedule an event 30 calendar days before the new 

proposed date. 

 c. The Town reserves the right to alter or cancel an event at any time due to unforeseen 

circumstances. If the event is changed or canceled by the Town due to unforeseen circumstances, 

event fees are refundable. 

 

3. Process: 

a. The Clerk shall initially review the application to determine completion. A follow-up 

meeting with Town staff may be required. When evaluating the application, the Town will consider its 

impact on local businesses, traffic, public safety, and the availability of Town resources. The event 

must comply with all town, county, state, and federal laws, regulations, and ordinances, including 

but not limited to the following: 
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 Adequate time to plan for required Town services such as security, maintenance, and/or 

road closures. 

 Event location and the route can accommodate the expected participants and 

vendors/exhibitors. 

 The duration and nature do not pose a security risk or threat to residents or visitors of 

the Town. 

 The event does not conflict, impact, or directly compete for resources with previously 

approved and/or scheduled construction, maintenance, or other activities/events in the 

Town. 

 The event location, route, and duration are safe for street, sidewalk, and/or alleyway closings 

and maintains sidewalk clearance, appropriate flow of traffic, pedestrian ingress/egress, 

vehicle, including police, fire, and rescue access. 

b. After the completed review, and all evaluating criteria, factors, and standards are met, 

a special event permit will be issued.  

c. As a condition of the special event permit, the applicant will abide by all requirements 

outlined in the permit as determined by the Town. Failure to abide by requirements will void the 

permit immediately. 

d.   Applicants are responsible for ensuring all vendors obtain permits related to food and 

beverage services, signage, tent erection, fire codes, business licenses, and the collection of local and 

state taxes. 

 

4. Standards for closing a street, sidewalk or alleyway: 

 The Town Manager may approve public street, sidewalk, or alleyway closure; subject to 

required acceptance of date, time duration, route, or location of the event, and any other 

alternatives or restrictions that are reasonably necessary to protect the health, safety, welfare, 

peace, and order. 

 

5. Inclement Weather: 

 The Town of Abingdon will use the following guidelines as a cancellation policy: 

 Inclement weather cancellations received less than 24 hours before the start of an 

event will be charged all fees associated with services deployed. 

 Within 24 hours of an event, the Chief of Police may cancel the event should the 

Chief deem conditions threaten public safety, i.e., severe weather alert. Should this 

occur, fees will be refunded, and an alternative date will be agreed upon when 

possible.  

 

 

 

 
 


