CITY OF MANITOWOC

WISCONSIN, USA
www.manitowoc.org

November 2, 2016

Julie Lyn Ribley
702 State St.
Manitowoc, WI 54220

Dear Ms. Ribley:
RE:  Polar Express by Trolley — December 9-10, 2016

Your request for temporary no parking in front of 818 Franklin St. for 3 trolleys to park on
December 9 & 10, 2016, for the Polar Express event, was acted upon by the Special Events
Committee at the meeting of Monday, October 31, 2016. Please call the Department of Public
Works at 686-6550 and press 0 to speak to an operator to arrange for the temporary no parking
signs.

At said meeting the Committee unanimously granted your request.

At least 10 days prior to your event, in accordance with City policy, please have your
insurance agent submit a certificate of insurance along with additional insured endorsement to
my office to evidence your organization’s liability insurance coverage. To expedite, please fax
to 920-686-6959 or e-mail to dneuser@manitowoc.org. Special Events Insurance
Requirements are also enclosed.

Very truly yours,

Jennifer Hudon
City Clerk

JH:dan

CeC: Chief of Police Nick Reimer
Fire Chief Todd Blaser
Randy Junk, Operations Division Mgr. (Streets)
Chad Scheinoha, Operations Division Mgr. (Cemetery/Parks)
Karen Dorow, Business Manager

Jennifer Hudon, MPA, City Clerk/Deputy Treasurer
CITY HALL - 900 Quay Street - Manitowoc, WI 54220-4543

Phone (920) 686-6950 - Fax (920) 686-6959 - jhudon@manitowoc.org -

—



SPECIAL EVENT COMMITTEE APPROVAL FORM

MEETING DATE: 10/31/2016
EVENT NAME: Polar Express by Trolly (REVISED REQUEST)
ORGANIZER: Lakeshore CAP - Julie Lyn Ribley
EVENT DATE: 12/9 - 12/10/16 NEW OR RECURRING: New (Revision #2)

LOCATION/DESCRIPTION: Requesting temporary no parking in front of 818 N-8th-5t. Fvu,nw,(\.
for 3 trolleys to park

ESTIMATED CITY COSTS: ESTIMATED EVENT HOLDER CHARGES:
POLICE 0] LATE APPL. FEE (<60 days)
FIRE 0 STAKE PERMIT
PARKS 0 DELIVERY CHARGES 50
RECREATION {if delivery requested)
STREETS 36 TOTAL E.H. CHARGES| 50|
TOTAL 36
GRAND TOTAL 86
COMMITTEE CONCERNS:
COMMITTEE DECISION:
APPROVE DENY

COUNCIL ACTION REQUIRED:

ITEMS TO INCLUDE IN LETTER:

Event 7 Copy to: Clerk



D&M‘MW#

From: Sandy Ronski

Sent: Monday, October 24, 2016 12:17 PM

To: SpecialEvents

Subject: RE: Polar Express by Trolley 12-09-16 to 12-10-16 (Request for temporary no parking

on Franklin St.)

I called Julie back & let her know that the Special Event Committee is recommending to deny her request to close
Franklin Street on those dates, because the street is a salt/bus route. | suggested using a nearby alternative, such as the
Farmers’ Market lot, but she said that would not work for their group as they do not want the children standing outside
in the cold. She said that they have about 400 people/night at the event. Instead, they would like to request temporary
no parking in front of the Treehouse Theater at 818 Franklin St. (enough to reserve room for 3 trolleys to park). ! told
her that the committee would review this request at their next meeting and let her know.

Sandy Ronski

Operations Clerk Il

Cemetery, Parks, Transit, and Streets & Sanitation Divisions
City of Manitowoc

2655 S 35" St.

Manitowoc, Wi 54220

Phone: 920-686-6518

Fax: 920-686-6525

Www.manitowoc.org

From: Sandy Ronski

Sent: Thursday, October 20, 2016 3:49 PM

To: SpecialEvents

Subject: FW: Dept. Recommendation Form - Polar Express by Trolley 12-09-16 to 12-10-16

There has been a significant change to the Polar Express event, so please complete another Dept. Recommendation
Form.

They will no longer be using the Lincoln Park Fieldhouse. Instead, they will be gathering at the Treehouse Theater, 818
Franklin St., and traveling to the Holiday Inn. They are now requesting that Franklin St. between S 8" & S 9" be closed
on both days of their event.

Thank you,

Sandy Ronski

Operations Clerk |l

Cemetery, Parks, Transit, and Streets & Sanitation Divisions
City of Manitowoc

2655 S 35" st.

Manitowoc, WI 54220

Phone: 920-686-6518

Fax: 920-686-6525

www.manitowoc.org



From: Sandy Ronski

Sent: Thursday, March 03, 2016 2:30 PM

To: SpecialEvents

Subject: Dept. Recommendation Form - Polar Express by Trolley 12-09-16 to 12-10-16

Sandy Ronski

Operations Clerk Il

Cemetery, Parks, Transit, and Streets & Sanitation Divisions
City of Manitowoc

2655 S 35 St.

Manitowoc, Wl 54220

Phone: 920-686-6518

Fax: 920-686-6525

WWW.manitowocC.org



Deborah Neuser

From: Sandy Ronski

Sent: Thursday, October 20, 2016 3:49 PM

To: SpecialEvents

Subject: FW: Dept. Recommendation Form - Polar Express by Trolley 12-03-16 to 12-10-16
Attachments: Dept Recommendation Form - Polar Express by Trolley.pdf; Polar Express - Revision #1

12-09-16 to 12-10-16.pdf

There has been a significant change to the Polar Express event, so please complete another Dept. Recommendation
Form.

They will no longer be using the Lincoln Park Fieldhouse. Instead, they will be gathering at the Treehouse Theater, 818
Franklin St., and traveling to the Holiday Inn. They are now requesting that Franklin St. between S 8" & S 9" be closed
on both days of their event.

Thank you,

Sandy Ronski

Operations Clerk |l

Cemetery, Parks, Transit, and Streets & Sanitation Divisions
City of Manitowoc

2655 S 35" St.

Manitowoc, W1 54220

Phone: 920-686-6518

Fax: 920-686-6525

WWW.manitowoc.org

From: Sandy Ronski
Sent: Thursday, March 03, 2016 2:30 PM
To: SpecialEvents

Subject: Dept. Recommendation Form - Polar Express by Trolley 12-09-16 to 12-10-16

Sandy Ronski

Operations Clerk 1l

Cemetery, Parks, Transit, and Streets & Sanitation Divisions
City of Manitowoc

2655 S 35" st.

Manitowoc, Wi 54220

Phone: 920-686-6518

Fax: 920-686-6525

www.manitowoc.org



= =Y City of Manitowoc

"‘ SPECIAL EVENTS APPLICATION FORM

I 3

Polar Express

Name/Description of Fyent:

12/10/2016

Endd Date:

Date of Event. _If multiple days, Start Date: 12{0_9!201@
lncly 1 eded for setup apd take down ¢ cleanup.
Vime Event will Begin Setup: %?O pﬂT_ ANMPM Actuat Start Time: J QU pm

AM'PM Finish Time: S0 PM rpmm

Name and Complete Address of Organization/Individual Organizing the Ervent:
Lakeshore Community Action Program - Coun Appainted Special Advonate

Name of organization responsible for cvent

Julie Lyn Ribley _ Telephons * PRIOR TO event | 92q 242672?__

Name (first, middle, and fast) of event organirer

IMURING event ( Q?DI' 2_42'6?27 )

S Telephone #

Contact name DURING event (it different)

702__S_t_ate Street

Street -\dlll\.;t;.\ -

Manitowoc, Wi 5:4_?20

ool aaress Julier@lakeshorecap.org

City. State, Zip ol ¢vent nrzanizer

I5 the sponsoring organization a S01(e)3) r»rgnnimliml’.‘@\'c\ONU

Location of the Event: : 3 A
Also, indicate the direction of the route, if any, including ail turns and the number of traffic lanes to be sed. Maps of the Cin
and 1ts parks are available online at wwwamanitowaoc.org

We would just like to have the block of 8th & Franklin closed for the CASA/LFR Polar
Express Event. The event will include 3 trolleys in the front of the
Manitowoc Treehouse (818 Franklin Street)

Trolleys  will draved Yo Holidy Ton for evend.
(wenk & no \onger using Lincoin Forl, Feldhouae)

Will the event be held in a Manmowoe park ot utilize any park l'acﬂnu.-ao Yes Which park? - - @ NG

What park facilitics will be needed {buildings, tennis courts. balt diamonds, disc golfcourses. etei”

Hisve you reserved the park &/or pirk Iamhii\“&'OVG& @?\u Woio please contact the Parks Division ar (9200 686. 3581)

Dioes the event require stireets o be :Iuscd"@\l"‘ O\“ I yes which streetsr " et s

Franklin Street between 8th & 9th Strest

I is }l'”-.'\_’-ﬁ;f.'”\‘\fﬁﬂ.fkl 5 ;Hn:l';r'_f.;_'d:’;;ﬂ_r appﬁv_\'fd J'r.-'!“l; controf ttems - however ey may b -.--r.-.-.."_':.im..'m ..\J‘r;:’.rr &
Sanstarion Division

Will the event be held on the sidewalk? OY:.‘S @U



6.

Mariners Trail Permit:
Will any portion of the Mariners Trail be used? OY;:- @\.‘

If ves. where on the trail will the event begur_
Where on the trail wall the eventend: P

When use of the trail is requested, consideration is given to how the publie’s use ol the trail will be atleeted. Set up / tike down and
clenn up. a5 well as other servives provided by a City stafl'may be billed on & cost-recevery basis, The event arganizer must provide
u capy of event liability insurance naming BOTH CITIES as co-insured at east 10 davs prive te the event. Permity do notailow

wegelusive use™ of the trail and the geaeral public must be atlowed to share the permitied arei,

This agreement is made und eniered into by and between the Cities of Two Rivers and Manitowae, Wisconsin, hereinafier ealled "Cin ™

and the sbove-named individual, hereinafter called “Pemnitiee.” The pariies agree as follows: Bookings must be made no carlicr than 12
months in advanee. The Permitiee understands hisher responsibilin is 1o <et up, clean up und restore premises within the time perio

listed abve

{imitation of Use: Permittee 2grees that the number of persons on the renied premises dur

d

nig the rental period shall not exceed the

capacity of the facility and that no infexicating liquor or fermented makt beverages shall be served 1o minors. Permittee agrees (o use
premises rented for the purpose stated above and no other. In the event this Limitsion of Use is not complied with, Permittee shali be

charged and agroes 1o pay a lee of 8200,

Permintee agrees 10 abide by the rules and regulations contained in this agrecment.

FOR OFFICE USE ONLY: P _ ‘
_ i, o Dite:

Signature of City of Two Rivers designee:

Tell Us About Your Event:
What is the estimared attendance at your event, including observers? 400 each night

Huw many vehicles”

How many vendors will be ut your evem? o

Do vou require any special parking restrictions? O\'cs@\'n Ives, what type. when, and where:

¢

Farkang on grassy arcas of @ park is net allowed withour prior approval. Comact the Police Deparment i traffic control is 1 cded.

Will food be prepared andior senved at the event? O\'r:- @Nu
You are responsible for obtainning any necessary permits for food frons tiee Manitowoe Couney Healil Deparient

Will you be having a band or ampiified music? O‘l’cs @\ o

Will a loudspeaker or similar eleetric sound ansplification system be vsed outdoors? @v’cs ON’:}

i ves, what hours: A train hom —

Will the ity need to provide any special electrical assistance or lighting (of ball diumonds., cl‘:.a'OY-.:i O;\u
if ves, please describe:

Contact ilte Parks Division ar 686-3384 with quesiions.

Will any ot the following scrvices he mquirt‘d?D‘im:n-up g‘:rcet-succping

For holp defining your parking. clean-up, & trafic control necds, please cantact the Streees & Santtation Division at (92005 686-6530,

Wil any fireworks or pyrotechnie devices be used during the ev ::m'.OYus No
[ves, comtact the Fire Depariment ar (9205 686-6340 10 secure the proper perimiis for firework asage.

Will animals be present at the r\-cn!'O'r:‘.s @o [fyes, please indicate what fpes of animals. how many are ex;

they will be located. I

ot

S

d. and where

What toilet focilities will be made available 1o your purti cipamslnduurl |ﬂutdvor

Please deseribe the toilet facilities that will be provided. including their locations and the number o units:

Will aleoholic beverages he _'-scr\'.:d.-’soidﬁ'Q\'cs @Vu I ves, o “Special Class B license will allow sale service of beer andior wine.

Please contact the City Clerk s Otfice ar 79205 G86-6930 10 abtain & license.




10.

11

DELIVERY FEES
Total Cost of Items Renied Delivery Fee
$0.00 - $100.00 $ 50.00
'$100.01 - $250.00 i § 75.00
$250.01 - $500.00 | $125.00
$300.00 - $1.000.00 $250.00
$1,000.01 and above $350.00

Delivery fees will be adjusted based on actual items rented.

Stake Permit: There is 1 $50.00 NON-WAIVABLE stoke permit fee per event, if anv items will be stakied into the grmund. The
cvent ereanizer is responsible for ensuring Diggers Hotline is contacted a minimum of three business days before set-up.

Will any ol these itews (or flems of similar naure) be erected or pluved on the event grounds?

Tent or canopy Yes No
Fenee O Yes @ No
Sign O Yes @ No

Bounce house Yes No {feleciric, where will tem be plugged in?
Other Yes No Ifelectric, where will Bew be plugged in?

If ves for pov, pive a detailed vaplunation under #5,

Safety and Security for Your Event:

Do yuu have the correct level of insurance for your specific cvcnl‘."cs ON"

Please sce the Special Evenis Insurance Form i ensure you Jure the proper coverage. You miet submit the msurance cervificate AND
required endorsements 1o the Ciry Clerks Qffice «at least 10 days bifore your evens.

Do you need assistance from the Police or Fire Dcpunm-:ms‘?O\'cs'n If yes. please describe:

] - ( ) - —
Name of Security Coordinator Phone # beftre cvent Phone # the day of the evenl

Do you have a plan in place te deal with medical emergencies that may occur during your cvent? O\'cs ONo
The Chry reserves the right (o require a detailed wrisien public safety plan

Fees & Reimburement: Unless waitved by the Special Evemt Committee, the standard fees for all rentals and licenses will apply. The

City may also require reimbursement for extruordinary expenses. Charges will apply for lost, stolen, or damaged equipment.
Stake Permit Fees, License Fees and Delivery Fees will ot he waived.

Is a waiver of some or al) fees requested? ’cs ONo

it ves, please explain what fees you desire waived or reduced and the reason(s);

Rental fees for Barricades

Will money be collected, rickets or concessions sold. registration foes charged, or money raised in conjunction with the event?

Ve QNo
ves, explan and list specific charges

This is a fundraiser for Lakeshore CAP
What are your estimated revenues and what will the revenues be used for?

Please nttach any additional information which you feel will assist the commitiec in evaluaring your request. The City reserves
the right to request o current financial report for the previous (wo yeary indicating all expenses und all revcnues of the
group/organization.



12. l.eaal Notice
1 understand the filing of this application does not cnsure approval of a Special Tvent. 1 also eaderstand that 8l} Special Event
oraanizers and participants must comply with all applicable City ardinances. 1ndtic mies, park eeles. state bealth laws, fire codss, and
liquor liconsing regulations. Yees for park facilities, remporary beer/wine licenses. stake and fireworks permils. and other necessary
ficenses and permils are in addition to the fees submiticd for the Special Events Application. | funther understand that an incomplete
application may b cause for the deninl of the uveut.

The undersigned agrees to indemnify and Lold the City of Manitowoe harmless for any and all damage claims or pessunal injury
claims occurring during this event, It is further agreed that afl personal propeny of any Lind hrought on the premises shall be at the
sole risk of the undersigned, and that the City of Manitowas shall not be liable for any injury, loss or damage to suid property or injury
1o any parsons on the premises. The undersigned agrees (o be respansible for any damage caused to said facility or equipment by
mischicl or nopligence. By signing. | acknowledge that § have athority 1o bind the sponsoring onganization and acknowledge tha |
fave received, read and understand the Speeial Events Policy and agree 1o be bound by all requirements as stased in the Special Evens
Policy and it is hereby incarporated by refesence into (his signed agreement.

Date of binth of spplicam &2/ A\ _/ fo\o
Signature of App!iuam:__:S;-'———p A Daw: x < \5—'\(@
ey




