
City o f Alexandria, Virginia 

DATE: NOVEMBER 18,2009 

TO: THE HONORABLE MAYOR AND MEMBE.RS OF CITY COUNCIL 

FROM: JAMES K. HARTMANN, CITY MANAGER 

SUBJECT: RECEIPT OF UPDATED SPECIAL EVENTS POLICIES 

ISSUE: Receipt of Updated Special Events Policies - 
RECOMMENDATION: That City Council: 

(1) Receive the updated special events policies; 

(2) Hold a Council work session as scheduled. on Tuesday, December 8, to discuss special 
events policies and procedures; 

(3) Schedule a public hearing on the special events policies and procedures on Saturday, 
January 23,2010; and 

(4) Adopt the special events policies and procedures after the public hearing. 

BACKGROUND: The City of Alexandria has a long history of encouraging the scheduling of 
special events to recognize the diversity and rich history of the city. Special events also help to 
attract visitors to the city and to engage our residents in City activities. The recent economic 
downturn has led us to examine how the City has funded special events and to seek ways to 
economize and to streamline how we handle special events. Our special events include some 
major activities. We have three parades, First Night, the Wa tdon t  Festival, the City Birthday 
Celebration, the Festival of the Arts and Art on the Avenue, which attract thousands of spectators 
and participants. We also have smaller events like races, runs, ethnic festivals, concerts, and 
movies in the park. 

At the City Council meeting on October 28,2008, Council received the Report on Special Events 
Policies and referred the proposed policies to the Park and Recreation Commission for their 
comments. The Park and Recreation Commission held a public hearing and sent their comments 
on the City's Special Events Policies to Council on January 26,2009. On April 14,2009, 
Council received the Report on Proposed Special Events Policies (Attachment 1) and referred the 
policies back to City staff for M e r  study and report back to Council at a later date. The 



attached Special Events Polices and Procedures were developed by staff as part of this follow-up 
(Attachment 2). 

DISCUSSION: In FY 2008, special events accounted for $42 1,3 16 in total City expenditures 
and included some cost recovery from event sponsors. Through improved cost recovery, FY 
2009 City costs totaled $267,981 which amounts to a $153,335 decrease from FY 2008 levels 
(Attachment 3). With the implementation of the proposed Special Events Policies and 
Procedures, special events in FY 201 0 are estimated to cost the City $175,3 13. This estimate 
incorporates the Council amendment' to the City Manager's FY 201 0 Proposed Budget of a 
$150,000 reduction in City special events funding and includes expanded cost recovery. 

The Special Events.Committee is composed of representatives from affected City departments 
and chaired by Jack Browand in the Department of Recreation, Parks and Cultural Activities. 
The Committee will re-evaluate each event's financial support status on an annual basis to 
determine in what category an event will be placed for cost recovery purposes in a fair and 
reasonable manner. In FY 201 0, special events are categorized as City Funded, City Co-hded,  
Non-City Funded, and Parades (Attachment 4). At this time, all new events are expected to 
reimburse the City for 100% of direct costs unless additional special events funding is received 
through Council appropriation. 

City staffhas completed a detailed Special Events Policies and Procedures Manual to assist 
applicants interested in sponsoring events within the City of Alexandria (Attachment 2). 

A summary of the proposed Special Events Policies and Procedures is as follows: 

Guiding Policy 
It is the policy of the City of Alexandria to recognize the substantial community benefits 
that result from special events. These events provide cultural enrichment, promote 
economic vitality, enhance community identity and pride, and provide opportunities for 
fundraising for the community's nonprofit agencies. 

Classification of Special Events 
City Funded Special Events 
Events that are created, planned, and implemented by City Departments or Agencies. 
Funding for City sponsored events is reviewed annually during the budget process. City 
staff is encouraged to seek event sponsorship by outside entities as well to charge 
participation fees to reduce costs. 
C-s 
Events that are created, planned, and implemented by non City Agencies. Support for the 
co-sponsored events may include in-kind services from City staff based on regular staff 
hours, waiver of specified permit fees, andlor financial support limited to funds approved 
in the City's annual budget. 
Non-Citv Funded Svecial Events 
Events that are created, planned, and implemented by non City Agencies. The City does 

- - - 

' During the FY 2010 council amendment process. FY 2008 special event expenses were the most recent figures 
available. 



not provide financial support for theses events and expects to be reimbursed for all costs 
associated with the activity including overtime expenses, supplies and materials, and 
permit fees. 
Parades 
The funding for City services to support the three parades should be recovered in part by 
sponsorships or donations. In FY 2010, parade expenses are expected to be reimbursed 
by 30% of directs costs with a proposed increase to 50% in future years. 

Identifying Expenses 
Event applicants will receive an estimate of event City expenses prior to the event. 
Staff have identified direct costs associated with event management and created an 
estimated list of fees for City services. 
Applicants will be required to submit a deposit equal to 50% of the estimated expenses 
not to exceed $40,000 by 30 days in advance of the event. Final expenses will be 
evaluated and determined following the event. This does not include park bonds. 
Applicants unable to secure the deposit, or reduction of estimated costs for City expenses 
shall follow the appeal process set forth in the Special Events Policies and Procedures. 
The Department of Recreation, Parks and Cultural Activities, in coordination with the 
Special Events Committee will manage special event accounts. The Special Events 
Committee will provide an estimate of expenses within 30 days of receipt of the 
application, and a final invoice will be provided to the event sponsor no later than 30 
days following the event. 

Approval Criteria 
Decisions on which events to approve are based on the following: 

o Priority is given to events which provide cultural enrichment, promote economic 
vitality, enhance community identity and pride, and provide opportunities for 
fimdraising for the community's nonprofit agencies. 

o Major events, exceeding 500 in attendance in Old Town are limited to no more 
than one such event every other weekend in a calendar year. 

o Events in other areas of the City will be scheduled to not overly burden any one 
neighborhood on a consistent basis 

o The event as proposed shall not severely impact the quality of life within the area 
it is being held. 

Appeals Process 
An applicant may appeal the denial of an application or permit conditions made by the 
Special Events Committee to the City Manager within 30 working days of receiving the 
notice. The City Manager or designee shall act upon said appeal promptly. If the 
decision to deny the special event permit was made by the City Manager or designee, that 
decision shall be final. 

Application Process 
The City's Special Events Committee is developing an online application process to 
facilitate the processing of special event applications. 
Staff will identify expenses in detail and as clearly as possible. 



Staff will study the City's permit process for other activities to improve management and 
processing of special event applications. 

In addition to the proposed policies and procedures, the City has created a Consolidated Special 
Events Budget. Departments supporting special events now charge any event related expenses to 
an account set up specifically for each event. This new structure allows for greater accuracy of 
actual event expenditures and facilitates efficient reporting and reconciliation of special event 
expenses. Accounts were created as follows: 

Individual accounts have been established for events costing $10,000 or more; 
One aggregate account for events under $10,000; and 
One account for unique events (i.e. inaugurations, centennial events, political rallies, etc, 
- unscheduled). 

In previous discussions Council suggested combining ethnic festivals to improve event 
management and to reduce costs. Staff has discussed the idea of creating a one day or weekend 
event unifjmg all of the ethnic festivals in to one International Day Event. For FY 20 10, event 
organizers remained independent, and provided 100% reimbursement for direct expenses. Staff 
will be revisiting the idea of a Fall International Festival for possible scheduling in FY2011. 
Festivals, such as the annual Chirilagua and Cambodian Festival, will remain independent due to 
their size and fund raising capacity. The sponsors of these events will be invited to participate in 
the International Festival on a smaller scale. 

I recommend that Council receive this report and discuss it at the scheduled December 8 work 
session. I also recommend that Council schedule the report or public hearing and consideration 
on Saturday, January 23,20 10. 

FISCAL IMPACT: Special events in FY 201 0 are estimated to cost the City $1 75,3 13. 

ATTACHMENTS: 
Attachment 1. Docket Item 1 8 Proposed Special Events Policies 
Attachment 2. Proposed Special Events Policies and Procedures Manual 
Attachment 3. Summary of Special Events Costs M 2007 to FY 201 0 
Attachment 4. FY 20 10 Proposed Special Events Budget 

STAFF: 
James B. Spengler, Director, Recreation, Parks and Cultural Activities 
Bruce Johnson, Chief Financial Officer, Office of Management and Budget 
Leslie Clark, Division Chief, Recreation Parks and Cultural Activities 
Jack Browand, Director, Marketing, Public Relations, and Special Events 
Derek Schultz, Budget Analyst, Office of Management and Budget 
Michele Evans, Deputy City Manager 



EXHIBIT NO. A 

City of Alexandria, Virginia 

MEMORANDUM 

DATE: APRIL 9,2009 

TO: THE HONORABLE MAYOR AND MEMBERS OF CITY COUNCIL 

FROM: JAMES K. HARTMANN, CITY MANAGER 

. . 
SUBJECT: RECEIPT OF REPORT ON PROPOSED EVENTS POLICIES 

ISSUE: Receipt of ~ e ~ ~ r t  on Proposed Special Events Policies. 

R E C O ~ N D A T I O N :  That City Council: 

(1) Receive this report and the revised proposed Special Events Policies (Attachment l),the 
letter from the Park and Recreation Commission and comments from the Park and 
Recreation Commission Public Hearing held on December 11,2008; 

(2) Schedule a publichearing on the Special Events Policies on Saturday, May 16; and 

(3) Adopt the Special Events Policies after the public hearing. 

BACKGROUND: As part of the budget review process in FY 2008, City Council requested 
that the City Manager and the Budget and Fiscal Affairs Advisory Committee (BFACC) review 
the City expenses associated with City special events and report back to Council with this 
information during the FY 2009 Budget process (Attachment 2). 

At City Council's legislative meeting on October 28, 2008, Council received the Report on 
Special Events Polities and referred the proposed Policies to the Park and Recreation 
Commission for their comments. The Commission held a public hearing on Thursday, 
December 11,2008, to review, discuss, and hear comments on the proposed Special Events 
Policies (Attachment 3). Public comments were held open until December 19,2008 (Attachment 
4) and the Park and Recreation Commission recommendations on the City's Special Events 
Policies were sent to City Council on January 26,2009 (Attachment 5). 

DISCUSSION: The Park and Recreation Commission felt very strongly that City-wide special 
events are "intrinsically valuable to the City, our quality of life and are of increasing economic 
importance." Suggestions fiom the Park and Recreation Commission together with City Staff 
comments are as follows: 



Use a better system of data collection - City 'staff is currently working with agencies 
involved with special events, OMB, and Finance to collect financial information on 
events. 

a Gauge economic benefit - The cost benefit and positive economic impact to the City of 
. all special events is not easy to identify and quantify. ,It may be necessary to seek 
additional City funds to contract for a survey that would collect this information. Staff 
will determine this and report back to Council with a recommendation. . 

a Do not look for special events to generate revenue - City staff agrees that cost recovery 
(revenues equal but not exceeding costs) of City expenses should be the goal for co- 
sponsored and non City sponsored events as well as looking to obtain sponsorships for 
City sponsored events. 
Develop an equitable and transparent fee scale - City staff is working to put.together all 
information regarding fees for special events. Event sponsors are provided estimated 
costs at the time of meeting with the City Special Events Committee and given a check 
list of agencies that need to be contacted to determine the costs for departmental 
assistance. 
Simplify the permitting process - Recently the City established a ~ u l t i - ~ g e i c ~  Permit 
Center to improve customer service to Alexandria's residents and business owners by 
offering one central location for same-day processing, plan review, and issuance of 
required City permits and licenses. City departments represented at the center include the 
Fire Department's Building and Fire Code Administration, Department of Planning and 
Zoning, Department of Transportation and Environmental Services (T&ES), and. the 
Department of Finance. This will assist Special Event sponsors in obtaining the permits 
needed fiom these departments for special events. The Special Events Committee is 
working towards an on-line permit process as well. 
Articulate and enforce policies - Once the Special Events Policies are approved, then the 
Special Events Committee will have a consistent policy base to use when working with 
event sponsors regarding the location and cost of the event. 
Provide estimated park and public capacity - The Department of Recreation, Parks and 
Cultural Activities and the Police Department are putting together a list of parks and an 
estimated maximum capacity. Each park will be categorized as to size and use, and staff 
will use this information to direct event sponsors to appropriate venues. 
Include ACPS events - City staff feels that in-kind City services could be provided, but a 
formal memorandum of understanding with the Schools is not needed. Currently, no 
expenses are budgeted to support school efforts. 
Use CERT volunteers - VoIunteers are being used at this time for all special events and 
City staff is soliciting volunteer help from all sectors of the community. 

Since the October 28 Council meeting, City staff have been working to include Council 
recommendations in the Special Events Policies and to insure timeliness on administrative and 
communication issues. Attached is the Special Events Policies document (Attachment I). This 
document outlines policies, identifies the management of special events, organizes events as City 
Sponsored, City Co-Sponsored, and Non-City Sponsored, places events into a classification, and 
recommends the cost recovery model to be followed for each category of events. 



I recommend that Council receive this report and set it for public hearing on Saturday, May 16. 
Staff will notify current special events sponsors about the hearing and provide them with a copy 
of thjs report. 

FISCAL IMPACT: Exact savings cannot be determined at this time, however should the 
recommended cost recovery of special events programs be adopted then significant savings can 
be recognized in upcoming years. 

ATTACHMENTS: 
Attachment 1. Proposed Special Events Policies 
Attachment 2. Docket Item 18 Proposed Special Events Policies 
Attachment 3. Minutes fiom December 11,2008, Park and Recreation Commission 
Attachment 4. Written cements fiom the Public Hearing on December 1 1,2008 
Attachment 5. January 26; 2009, letter fiom Judy Guse-Noritake, Chair, Park and Recreation 

Commission 

STAFF: - 
Kirk Kincannon, Director, Recreation, Parks and Cultural Activities 
Bruce Johnson, Director, Office of Management and Budget 
Leslie Clark, Division Chief, Recreation Parks and Cultural Activities 
Michele Evans, Deputy City Manager 



Attachment 1 

April 2009 

CITY OF ALEXANDRIA, VlRGTNIA 
SPECIAL EVENTS POLICIES AND PROCEDURES 

The City of Alexandria delivers quality, life-enriching activities to the broadest base of 
the community. This translates into exceptional visibility for sponsors and supporters. It 
is tlie goal of the City to create relationships and partnerships with sponsors for the 
financial benefit of the City. In an effort to utilize and maximize the community's 
resources, it is in the best interest of the City to create and enhance relationship-based 
sponsorships. This may be accomplished by providing local, regional, and national 
commercial businesses ind non-profit groups a method for becoming involved with the 
many opportunities provided by the City of Alexandria. 

POLICIES 

1. It is the policy of the City of Alexandria, as implemented through related adopted 
policies and procedures, to recognize the substantial community benefits that result f?om 
special events. These events provide cultural enrichment, promote economic vitality, 
enhance community, identity and pride, and provide opportunities for fundraising for the 
community's nonprofit agencies. To promote these objectives, at times it is appropriate 
within appropriated funds for the City to bear all, some portion, or no portion of the costs. 
Cost sharing must be done in an equitable and reasonable manner. 

2. Partnerships between the City of Alexandria, event sponsors and the community are 
valuable in ensuring successll events. The City of Alexandria recognizes that events 
require logistical support and commitment fiom the sponsoring entities and that the City 
requirements may represent a significant portion of an event's costs. When setting fees 
and conditions for events, the City will consider impacts on the event's costs while 
balancing the City obligation to protect public health, safety, and financial oversight 
obligation to the citizens of Alexandria. In general, all special events must provide full 
cost recovery to the City, unless it is specifically determined by City Council that the 
special event has economic and social value and provides the City with an equivalent or 
higher benefit when compared to the event's operational cost. 

3. Outside entities receiving financial assistance for Special Events fiom the City are 
required to provide the Special Events Committee with a business plan andfor provide a 
full disclosure of all expenses and revenues related to the event 

4. It is the policy of the City to support and encourage staff to seek private and corporate 
sponsorships that help to offset the cost of City supported and co-sponsored events, 
programs and activities, so that these events move towards becoming cost neutral to the 
City in a defined number of years fiorn the point of inception. 

5. It is the policy goal of the City to have successful cost-effective special events that 
enrich and enliven the community and provide opportunities for the use of volunteer 
services f?om the volunteer agencies and organizations where deemed feasible and 
practical, and where cost savings will be achieved that will not negatively impact public 
health and safety. 



MANAGEMENT OF SPECL4.L EVENTS 

A Special Events Committee is authorized to carry out the provisions of the special 
events policies and City Codes. In order to assure working representation fiom all 
appropriate segments of the City government and to provide effective deliberation of all 
impacting events, the special events committee shall consist of the following members: 
Special Events Committee - Agency Representatives 

There is hereby created a special events committee (the "Committee") to carry out the 
provisions of this special events policy and code. In order to ensure working 
representation from all appropriate segments of the City government and to provide 
effective deliberation on all impacting events, the Committee shall consist of the 
following members: . 

One representative each from the RPCA Recreation Services Division, RPCA Park 
Operations Division, Police, Firelcode, Firmmergemy Services, Planning and Zoning, 
T&ES Transpo'rtation Division, T&ES Environmental Quality, Health, Public Schools, 
Transit Services, Risk Management, General Services, Office of Historic Alexandria, 
and Alexandria Convention and Visitors Association 

The chair of the Committee shall be from a lead department as designated by the City 
Manager. The City Managefshall grant the Committee chair the authority to resolve 
'committee disputes andlor determine whether or not it is necessary to consult the City 
Manager about certain issues before the Committee. The chair shall ensure that 
Committee records are maintained, meeting times and places are scheduled, and special 
events pennit is issued on behalf of the committee. 

Representatives fiom the Finance Department and OMB shall also be available as 
necessary to advise the Committee on budgeting and accounting procedures and policies. 

The Special Events Committee shall have the authority to: 

Interpret and administer City and State policy and code with input as needed from 
the City Attorney, 
Represent the City, under the authority of the City Manager, in discussions and in 
maintaining agreements or contracts with, the person(s) who represent the special 
event; 
Coordinate with City departments and with other government agencies for the 
provision of governmental services for such special events; 
Establish the terms and conditions; appropriate fees, and the time, place, and 
manner of the special event; 
Ensure that businesses and residents are. notified in advance about events that 
impact them; 
Approve or deny a special event permit; 



Develop an appeal process to the City Manager for an event which is denied a 
permit; and 
Make recommendations to the City Council and the City Manager in regard to 
special events policies and practices. 

CITY COST FOR EVENTS 

Cost Sharing 

The Committee should re-evaluate each event's financial support status each year, prior 
to the event's next occurrence, in orderto determine what category the event should be 
placed in for cost recovery purposes. As appropriate on a case-by-case basis, the City 
will transition (see chart below) fiom Model I to Model II,.or fiom Model I1 to Model 111 : 

Current Special Events are classified as follows: 

t 

Model . . ' 

I. City Sponsored _ 

City Sponsored Special Events are created, planned, and implemented by City 
Departments or Agencies. Funding for City sponsored events is reviewed annually 
during the budget process. City staff are encouraged to seek event sponsorship by 
outside entities as well as charging participation fees to reduce costs. Departments must 
cover the expense of another agency if not included in their agency budget Permit fees 
are to be waived for events falling in this category. Examples of annual events currently 
City sponsored include City's Birthday Celebration, George Washington Birthday Re- 
enactment/BalllParade, City-wide Cheerleader Exhibit and Competition, Ijays of 
Remembrance Ceremony, Earth Day Celebration, Jazz Festival, Civil War Camp Day, 
Alexandria Festival for the Arts, World Rabies Day, Family Fall Festival, City Tree 
Lighting Program, and Christmas in Camp Open House. Although these events may 
continue to be classified as  City sponsored, seeking private and corporate sponsorships is 
encouraged. Each event shall be assessed by the Special Event Committee as to its 
overall quality, cost and community benefits and changes made accordingly. 

CoSponsored Special Events are created, planned, and implemented by non City 
Agencies. Support for the co-sponsored events may include in-kind services fiom City 
staff based on regular staff hours, waiver of some permit fees, and/or financial support 

Who Manages 

City 

Who Pays the City's Cost? 
City 'Other 
100% 1 

0% 
II. City Co-sponsored 

a. Entity gives % to City 
b. City provides funding or limited 

in-kind contribution tn Entity 
m. NonCity Sponsoring Entity 

City 
Outside Entity 

Outside Entity 

Shared 
Shared 

0% 100% 



limited to funds approved in City's annual budget. Cost recovery expenses are to be paid 
to City agencies and include staff overtime, supplies and materials, and other direct 
expenses. Examples of annual events currently co-sponsored include St. Patrick's Day 
Dog ShowtAntique Car ShowRarade, Scottish Christmas Walk, National Tartan Day, 
Titan Pride Expo, Spring for Alexandria, Taste of Old Town North, Arlandria-Chirilagua 
Festival, TCWHS All Night Grad Party, African American Festival, Cambodian Festival, 
Scottish Heritage Fair, Walk to Fight Breast Cancer, Project Discovery Walk-a-thon, 
DelRay Halloween Parade, Run vs Row, New Orleans Re-birth 5K, Colin Casey Fun 
Run, Paws in the Park, and First Night Alexandria. Note: The Ethnic Festival series is 
currently under review and plans are to coordinate the series into one international 
festival. The City may continue to co-sponsor these events but the City's financial 
exposure over time may need to be limited or reduced. Each event shall be assessed 
annually by the Special Events Committee as to its overall quality, cost and community 
benefits and changes made accordingly. 

Non-City Sponsored Special Events are ;created,: planned, and implemented by non City 
Agencies. The City does not provide financial support for theses events and expects to be 
reimbursed for all costs associated with the activity including straight and over time 
expenses, supplies and materials, and permit fees. Examples of this type of annual event 
includes DelRay events such as Art on the Avenue, Movie Nights, and Music Festival, 
Alexandria Red Cross Waterfront Festival, NOVA Cpmmunity College Annual 
Community Fall Festival, USPTO Community Day, Volunteer Alexandria Arts & Crafts 
Festival, One Love Festival, Old Town Food and Wine Festival, and neighborhood 
holiday tree lightings. Foot races include George Washington Parkway Classic, YMCA 
Fight Childhood Obesity 5% and March for Babies, HR Command US Army Fun Run, 
Northern VNDC Metro Vision Walk, and Dash for Dad, BA 5K, and MMRF Race for 
Research SKY and Potomac West Turkey Trot. 

Transaarencv in budget in^ and Improved Accounting 

The City will administer and budget for special events in a transparent manner and will 
establish and implement procedures for each City agency to track direct and indirect costs 
more completely and accurately. An annual report will be presented to City Council by 
October 1 of each year on the costs of all special events for the previous fiscal year 
concluding June 30. 



Attachment 2 

EXHlBlT NOm 1, . t-- 

City of Alexandria, Virginia 

MEMORANDUM 

DATE: OCTOBER 23,2008 

TO: THE HONORABLE MAYOR AND MEMBERS OF CITY COUNCIL 

FROM: JAMES K. HARTMANN, CITY MANAGER 

SUBJECT: PROPOSED SPECIAL EVENTS POLICIES 

ISSUE: Special Events Policies. . . - 
RECOMMENDATION : That City Council:' _ .  . 

(1) . Receive this report; . . 

(2) Refer the recommended proposed Special Event Policies to the Park and Recreation 
Commission and request that ih'ey provide-City Council with their comments by the end 
of November. We will return with a docket item incorporating the Commission's 
comments for Council cowideration at the December 9 legislative meeting; and 

(3) Request staff to proceed with the administrative recomrnendations'on improving 
transparency of budgeting and managing Special Events. 

BACKGROUND: As part of the FY 2008 budget review process, City Council requested that 
the City Manager and the Budget and Fiscal ~ f f a i r s ' ~ d v i s o r ~  Committee (BFAAC) review the 
City expenses associated with City special events and report back to Council with this 
information during the FY 2009 Budget process. 

The City has a full special events calendar that ranges corn major events such as three parades, 
First Night, the City's Birthday Celebration, the Waterfront Festival, the Festival of the Arts and 
Art on the Avenue to smaller ethnic festivals and individual races and walks. All of these events 
require some City support. The.City co-sponsors some events and for others only provides 
needed support. Some special events are self-supporting, while others are not,. Our special 
events represent an important part of the City's vitality and the events attract visitors to the City. 

Staff compiled City expenses for special events, and during the FY 2009 budget process the City 
Staff Special Events Committee (Committee) researched policy issues and developed procedural 
changes for special events operations, as well as ways to control the City expenses associated 
with special events. The Committee 'hai presented recommendations on policy and procedural 
changes that would improve special event operations and obtain added reimbursements for City 
costs. 



As a first step to analyzing and improving special events cod recovery,'the information was 
shared with B F M C  for review and comment 'BFMC provided comment in budget memo #93, 
on page 17 (Attachment 1 - BFAAC Review of the FY 2009 Proposed Budget). BFAAC 
endolsed the majority of the recommendations, including the need for special events to.be self- 
sustaining. B F M C  specifically recommended that. any exception to the rule.of a self-sustaining - . 
"pay-as-you-go" be applied only rarely. In addition td. the BFAAC recommendation for a , 

pay-as-you-go policy, the report identified that the proposed changes to the special events 
operation, process and procedures be implemented as soon as practical, but no later than the 
Fiscal 201 0 budget. 

. While I agree in concept with BFMC's approach, some of our recommendations may need to 
, be implemented over time. Event sponsors will need to receive notice of the changed policies on 

City charges for events so that they can plan needed fundrising if their financial resources are 
limited. By impIernenting the new policies in FY 201 0, we will be able to provide the necessary 

. ..notice. Council should be aware that some sponsors of smaller events may decide to discontinue 
: their events if they are unable to raise funds to cover costs. 

. . 
DISCUSSION: While individual City departments have general procedures for special events, 
overall, there is no detailed written general special events policy for the City. There is a written 
policy for major events in Old Town that governs the frequency of special events, but there is no 
overarching written policy on City wide special events. While the Special Events Committee has 
followed a general set of guidelines in the past, a set of detailed written procedures is needed to 
address how the City handles general events. The premise of this stbdy and analysis is4.hatsuch 
procedures are needed to provide guidance to city staff on the Spec.ia1 Events.Committee. 
Special events policies and practices have evolved over time and policies have been established 
inmernental.ly, sometimes for specific events. Taken as a whole the special events policies and 
procedures often are not consistent and may be difficult to justify in certain cases. 

Traasparencv in Budget and Imvroved Accounting 

We propose that starting in FY 2010, each City agency will identify costs for events that have 
been included in their budget. The FY 2008 expenses provide more detail about agency budgets 
and expenses for special events. Staff will be able to capture expenses and revenue losses in 
greater detail in the balance of FY 2009 to prepare a more accurate and transp.arent proposed 
special events budget for FY 201 0. 

The City needs to determine and make transparent the true costs of special events. Direct costs 
for an event often include overtime expenses for staff support on the day of an event, trash 
collection and removal, equipment rental, printing and sound services. lndirect costs include 
staff time during regular business hours, use of City vehicles and equipment. Staff will proceed 
with admldstering and budgeting events in a more transparent manner and will establish 
procedures for each City agency to track costs for direct and indirect costs more 
completely and accurately. 

Many special events expenses are not budgeted in supporting ~ e ~ & e n t s  and many staff work 
overtime to support special events. Some departments have budgeted for certain events and not 



for others. Tracking event expenses is not easily perfonned in the current process. Accordingly, 
staff recommends that within the new procedures, a centralized special events budget be 
developed and existing budgeted funds, which have been used to pay for special events, be 
transferred to this budget. This would involve allocating an account numb& for each event that 
would be used by all agencies involved in the provision of services for the event. The costs 
related to each special event would be captured and be readily available for review. Budgets for 

" 

some of the smaller events could be grouped together in a single account for practicality in 
operations. Estimates for future year City costs need to be developed based on prior year 
experiences. 

Attachment 2 is a report summarizing the FY 2007 Citywide special events costs broken down 
by City Department and event based on current information. The events are further broken down 
by type of event (e.g. concerts, parades, races, etc.), by size of event, by City Agency sponsored 
event, by City Schools sponsored event, by City co-sponsored event, and by private 
organizations. Total City expenditures for special events in FY 2007 as shown in Attachment 3 
were approximately $682,000, The City was reimbursed for $215,000, leaving the net City 
expenditures at $467,000 for the year. Attachment 4 is a report showing FY2008 costs and 
reimbursements. Total City expendihlres for special events in FY 2008 were approximately 
$575,000. The City was reimbursed for $154,000, leaving the net City expenditures at $42 1,000 
for the year. 

Management of Special Events 

- In addition to the policy issues, itaff found that the make-up, purpose, and authority of the 
Special Events Committee should be updated and defined by a City Council resolution that will 
be dockeled for Council consideration in the future. Staff recoinmends that the resolution 
incorporate the following: 

&ecial Events Committee - Apeno Representativ~ 
There is hereby created a special events committee (the "Committee") to carry 
out the provisions of .this special events policy and code. In onier to ensure 
workng representationfiom all appropriate segmenb of the City government and 
to provide eflective deliberation on all impacting events, the Committee shall 
consist of the following members: 

A. One representative each /ram the RPCA Recreation Services Division, 
RPCQ Park' Operitionr ~ivisi&, Police, Fire/Code. FireKmergency 
Services, Planning and Zoning, T&S Transportation Division, T&ES 
Environmental Quality, Heallh, Public Schools. Transit Services, Risk 
Management, General Services, and Alexandria Convention and Visitors 
Associa tion 

B. The chair of the Committee'shall befiom a leod department as designated 
by the 'City Mamger. The City Manager shall grant the Committee chair 
the authority to resolve Committee dlsputes and to determine whether or 
not it is necessary to consult the City Manager about certain issues bt$ore 



the Committee. The chair shall ensure that Committee records are 
maintained, meeting times and places are scheduled, and a special events 
permit is issued on behavof the committee. 

. C. Representatives fiom the. Finance Departmen't and OM3 shall also be 
,available as necessary to advise the Committee on budgeting and. 
accounting procedures and policies. 

D. The Committee shall mqnitor special events, and track issues and concern . 

that arise for consiaeration and resolution before similarfiiure events are 
planned and approved 

Authoritv ofthe Svecial Events Committee . . . 
The Special Events Committee shall have the authority to: , 

Interpret and administer City and State policy and oode with input as neededfiom 
the City-Attorney; 
Represent the City, under the authority of the City Manager, in discussions and in 
maintaining agreements or contracts with theperson(s) who represent the special 
event; 
Coordinate with City departmentr and with other government agencies for the . 

provision of governmental services for such special evenu; 
Establish the terms and tonditioiu; appropriate fees, and the.time, place,,and 
manner ofthe specia'l event; 
Ensure that businesses and res iden~~ are notified in advance about events that 
impact them; 
Approve or deny a special event permit; 
Develop an appeal process to the City Manager for an event which is not 
approved; and 
Make recommendations to the City Council and the Ci@ Manager in regard to 
special events policies andpractices. 

While there are established guidelines for special events, we need new written pmccdures that 
provide applicants with clearer communication of processes and procedures. As part of a new 
procedure there is also a clear need to implement effective methods for financial tracking, budget 
cqntmls, and improved data cgllection for all involved agencies. . 

Net Cost Reduction 

The City is currently studying methods for reducing the costs of special events in M 2009 and 
beyond without significantly affecting the overall level of public benefit offered by these events. 
For example staff is considering recommending that: 

1. We terminate City cost support for events with lower attendance or minimal economic . . ' 

I and public benefit. By measuring overall event quality and community benefit, more 



, . .  . . 
responsible spending of City and private funds can be assured. Consumer satisfaction in 
the remaining City sponsored or w-sponsored events should indrease. 

2.' We combine multiple, related events in order to create certain efficiencies. The most 
.notable example of this practice is. the situation of the City having numaous.ethnic 
' festivals. By holding a single;.larger ethnic,festival that kcluda all of thesmallti 
festivals, the city could spend less overall on planning'ind event support. The higher' . 
attendance and increased diversity,of such au event may also add to the quality ofproduct 
delivered to the public. 

3. We recover more of the largest cost conhiutor to special events, which is staff t h e .  - 
More specifically, overtime costs for supporting Departments are a significant expense. 

, One method the City plans ta' explore to help offset these costs is the utilization of . 

volunteers in support positions at special events. One exynplk of this practice could 
involve festival type of events..: In the past, the City hasp aid for uniformed police 
officers tp be stationed.at many street corners along the specisl fobprint. -As en 
alternative, the City is looking into training volunteers to assist the Police in basic crowd 
management at less critical intersections. This practice would require a training program 
for these volunteers in order to properly assure public safety. The Police Deparhnent has ' ' 

successfully used CERT volunteers at the First Night Program and the City Birthday 
Celebration. If the use of volunteers for special events continues to be successful, the 
cost savings to the'City and to participating non-profit organizations could be significant. . . 

. .  . . . 
Cost Sharing 

In identifying events for which the City is responsible, City staff will examine the possibility of 
sponsorship by outside entities as well as charging participation fees. The Committee should 
have an opportunity to re-evaluate each event's financial support status each year, prior to the 
event's next occurrence, in order to determine what category the event should be placed in for 
wst recovery purposes. The goal would be to transition in many cases (see chart below) fiom 
-,Model I to Model 11, or born Model 11 to Model 111. 

. I 

[ m. Non-City s p o n s o ~ . E n t i t y  Outside Entity I 0% 100% 1 

Who Manages Who Pays the CityTs Cost? 

II. City Co-sponsored 
City , Shared 

.b. City provides funding to Outside Entity 
1 Entihr 

, . . Shared 
I I 



S~eeial Event Proposed Policies 

The Committee identified several policy issues that require City Council discussion and potential 
Council action to become effective in January 2009. I recommend that Council ask the Park and 
Recreation Commission for their input on these'proposed policies by the end of November. 
Then on December 9 k e  will ask City Council to determine if they agree ivith the proposed 
policies to special events (Attachment 5). 

The following are the proposed policies for consideration: The City would adopt: 

A general policy statement on the value, intent, and purpose of special events in 
Alexandria, that fkmes the direction City staff should pursue in their delivery of services 
related to special events. Staffproposes the following Special Event Policy: 

# I .  It is the policy ofthe city ofAletandria, as implemented through related 
adopted ~olicies andprocedures, to recognize the substantial community benefits 

. that resultfrom special events. These events provide cultural enrichment, promote . 
economic vitality, enhance community identity andpride, and provide 
opportunities forfindrabingfor the community 's nonprofit agencies. To promote 
these objectives, at times it is appropriate within appropriatedjindsfor the City 
to bear all, some portion, or no portion ofthe costs, Cost sharing must be done in 
an equitable and reasonable manner. 

A policy statement that reflects the use of partnerships and financial support 
provided by the City for a special event. Staff recorximends: 

#2. Partnerships between the City of Alexandria, event sponsors and the 
community are vuluable in ensuring successficl events. The City o/Alexandria 
recognizes that events require logistical support and commitment /ram the 
sponsoring entities and that the City requirements may represent a significant 
portion of an event S costs. W e n  setting fees and conditions for even&, the City 
will consider impacts on the event's costs while balancing the City obligation to 
protect public health, safety, andfiMncia1 oversight obligation to the cirizens of 
Alexandria. In general, all special events must provide fill cost recovery to the 
City, unless it is specifically detennfned by City Council that the special event has 
3conomic ocial value and provides the Cih, with an euuivalent or hiaher 
bmem wh 

A policy statement that requires a business plan and/or full disclosure of all 
expenses and revenues of a-sponsored special events. Staffrecommends: 

#3. Oueide entities receiving financial assistance for Special Events Porn the 
City (Model 17) should be required to provide to the Special Events Committee a 
buiness plan andor provide a fill duclosure of all ezpenses and revenues 
related to the event. 



A policy statement that supports the practice of City staff &eking corporate and 
private sponsorships for City supported or co-sponsored activities, events and 

. programs that require a certain or defined level of City funding. Staff 
recommends: 

: ' #4. It is thepolicy of the City to sqport and encourage staJto seekprivate and 
' 

corporate sp&sorsh@s that .help tb ofiet the cost of City supported and co-sponsored 
events, program and activities, so that these events move towards becoming cost neutral 
to the City in a defined number ofyearsfiom the point of inception. 

A policy statement that redects the philosophy regarding the use of volunteers for 
special events. Staff recomincqds: 

#5. It is the policy goal 0Jth.e City to .have successful cost-effective special events 
that enrich and enliven the community and provide opporlunities for -the e e  of 

. . vobntedr services from the volunteer agencies and organizations where deemed , 

feasible and practical, and where cost savings will be achieved that will not 
negatively intpact public health and safety. 

FISCAL IMPACT: Exact savings cannot be detemined at this time, however should the 
recommended cost recovery of specialevents programs be'adopted then significant savings can 
be recognized in upcoming years. Attachments 2 -4 provide an estimate.of City special events 
costs. 

. hTTACIIMENTS: 
Attachment 1. BFAAC comments from FY09 Budnet Memo #93 - 
Attachment 2. Summary of Special Events Costs 
Attachment 3. FY07 Events Expenses and Revenues by Fee Category Recommendation 
Attachment 4. FY08 Events Expenses and Revenues by Fee Category Recommendation 
Attachment 5. Proposed Special Events Policies 

STAFF: 
Kirk Kincannon, Director, Recreation, Parks and Cultural Activities 
Bruce Johnson, Director, Office of Management and Budget 
Leslie Clark, Division Chief, Recreation, Parks and Cultural Activities 



Attachme 

We have the following observations and recommendations: 
.As the result 0f.a study by ACPS, BFAAC is commenting on the fiscal effects of 
providing services to students who may have emigrated from Prince William 
County. BFAAC observes that the fiscal implications extend beyond ACPS, All new 
City residents use city seruices,'whid, cost money. As a result, BFAAC ufges the 

' -  Council to study the'influx ofnew residents and budget accordingly. 
. 

Council should note that ACPS may need resources to provide legally mandated 
education to newly entolled students. 
ACPS and City staff should monitor the pupil attendance figures on a monthly basis 
to determine if the trends outlined abwqcontinue, and discuu the issue at ACPS- 

' 

City budget meetings. 
The ACPS Budget Advisory Committeeand BFAAC also should work together to 
monitor the situation, and continue their,joint meetings on this and other issues. 

I. Speclal Events 

Council appointed a City Specia! Events Committee to advise it on handling requests for Special 
Events within the City. According to the Committee, total City expenditures for special events in  
FY 2007 were $682,000. The City was reimbursed $2'15,000, leaving the net City expenditures 
at $467,000 for the year.'6 

The Special Events Committee recornminded hat t h i  City shoulh have an opportunitjc to re- 
evaluate each event's financia1,support status each year, prior to the evcnt's next occurrence, in 
order to determine in which category the event should be placed: (1) Required to provide full 
cost recovery for Cily services.frorn this point forward; (2) Required to provide full cost 
recovery to the City by the start of the events third year from the date of the category 
determination; and (3) Granted an exception because of the economic value the event provides to 
the City. 

BFAAC applauds the Special Events Committee for its work, and endorses the majority of its 
recommendations. We agree that special events should be self-sustaining, meaning the City not 
bear the cost. As outlined below, BFAAC recommends that the pay-for-your event policy be put 

, 

into effect as soon as is practicable -and no later than the FY 2010 budget. We also rcbrrirnend 
that exceptions be ranly granted. 

We urge that any policy Council adopts on Special ~ v e n i  be consistent and' fair, and applicable 
across-the-board, no matter the sponsoring organization or what the special event supports: 

All Special Events - be it the Red Cross Waterfront Festival, the Christmas Walk, the St. 
Patrick's Day Parade,.thc numerous ethnic festivals, or even a poIitical rally at Market Square - 
have a cost to the City. Police Officers m.ut be on hand for crowd control and traffic . : 
enforcement; Department of Public Works employees forclean up after events; and in some 
cases paramedics must also attend. 



We have the following observations and recommendations: 
The City should require the sponsor of every Special Event to put up a cash bond o r  

' 

equivalent to cover the City costs. 
If the actual costs are  less than the bond, the.balance would be returned to the . 
sponsor; if the costs exceed the bond, the'sponsor would be billed accordingly. 
The policy outlined'above should be applied to every Speciail Event. 
We urge that any policy Council adopts on Special Events be consistent and fair, 
and applicable across-the-board. 
The City Manager and Council should decide requests for exemptions from the 
policy on a case-by-case basis. Granting an exemption should be the exception. 

J .  Fleet Management Study 

On March 6th, 2008 the City Manager forwarded to the Mayor and Council a memorandum 
. . entitled "Implementation of the Efficiency and Best Practices Study of Fleet Management." The 

study was completed by the Matrix Consulting Group and was overseen by the City Manager's 
Fleet Management Improvement Team (FMIT). 

The consultant made 74 recommendations regarding such things as vehicle replacement, 
maintenance and repair, vducing the size of the fleet, reducing the size of some of the vehicles, 
revising the City's take-home policy, and enforcing the mileage reimbursement pplicy for miles 
traveled outside of the City during commuting. According to the City Manager's memorandum 
forwarding the Fleet Study to Council, the FMIT has recommended immediate acceptance and 
implementation of 64 of the recommendations for an immediate net savings of $210,000. The 
other 10 recommendations are under review. BFAAC commends the City for its willingness to 
study the issue of fleet management and the potential savings that could be realized in the 
operating budget. 

One area of the study that BFAAC finds particularly noteworthy, especially in this time of tight 
budgets and possible increases in the real property tax rate, is the fiscal impact to the City of its 
vehicle take-home policy. According to the fleet study, under Administrative Regulation 7-3, 
which was last amended in 1991, the regular take-home use of a City vehicle was extended to 58 
positions. The study points out that Alexandria curnntly has 188 take-home vehicles, more than 
three times the number all.owed under City policy as expressed in the original A.R 7-3. 
Unfortunately, the study does not quantify the cost to the taxpayer of the'Cityls departure from 
the original policy, but it cannot be insubstantial. 

In response to the study, the City Manager has issued a revision to Administrative Regulation 7-3 
that once again specifies which positions within the City are authorized to the take-home use of a 
City vehicle. The result of the revised AR 7-3 (City Budget Memorahdum #52) is an increase in 
the authorized number of take-home vehicles from 58 to 195. 

BFAAC notes that the revised regulation significantly loosens the criteria applicable to take- 
home vehicles and also does not adopt the study's ncommendations for changes to the 
regulation that would have linked use of a take-home vehicle to the benefit to the City for that 



Attachment 2 

SUMMARY OF SPECIAL EVENTS COSTS 
(for details by event see following pages) 

1 Total Cost I Paid to City ( Net City Cost 

Co-sponsored Events $124,004 $6 1,593 $62,411 

FY2007 

1 ACPS Events t $5,234 ) $0 $5,234 

TOTAL $574.963 $153.922 

$220,271 
fl 

Non-Profit Sponsored Events' $230,292 $1 14,967 
TOTAL $68 1,824 $2 14,965 

$28,684 City Sponsored Events $248,955 



Attachment 3: FY 2007 Special Events 
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Table D 

City Sponsored Events 
Co-Sponsored ,Evenis 

ACPS Events 
Non-Profif Sponsored Evenfs 

Legend 



Speclal Events - FY 2007 Event Support Costs 

City Agency sponsored events 

Table A 

Dept Totals 
RPCA 
Firelcode 
Fire EMS 
Police 
T8ES 
DASH 
Health 

Attachment 2 - D. I 

$163,934 
$1,119 
$1,557 

$59,384 
$7,953 

$1 0,080 
$4.198 - -  . 

Gen'l Svs 
Total 

. . 
$730 

$248,955 



Special Events - FY 2007 Event Support Costs 

for events co-sponsored with other groups and City 

Table B 
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Speclal Events - FY 2007 Event Support C a t s  

sponsored by Alexandria Cfty Public Schools 

' I Dent Totals I 

Attachment 2 - p. 3 

- -  - 

RPCA- 
FirelCde 
Fire EMS 
Police 
TBES 
DASH 
'~ealth 
Gen'l Svs 
l~ota l  

$3,375 
$1 00 
$644 

$3,601 
$0 
f 0 

$549 
$0 

$8,269 



Special Eventk - FY 2007 Event Support Costs Table D 

Sponsored by Prlvate Organlzatlons 
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Speclal Events - FY 2007 Legend and explanations 

Tishman Speyer partnered with City to sponsor concerts;paid direct sewices of soundlperformers for $2,113 
Scottish Games are not returning: remaining difference on budget support p q r a m  promotional pleces 
City Council approved donation for First Night 
Red Cross Waterfront Festival renogiated expenses; . 
Races net revenues are donated210 charitable causes or suppori an event 

DHS - Department of Human Services 
USPTO - US Patton 8 Trade Mark Office 
GWPC -George Washington Parade Committee 
PWBA - Potomac West Business Association 
TCWHS - TC Williams High School 
OTBA - Old T.own Business Association 
RPCA - ~ecreation, Parks 8 Cultural Activities 
OHA - OFfice of Historic Alexandria 
€PC - Enviornmental Pallcy Commission 
ACVA -Alexandria Convenjion 8 Visitors Association 
Cameron Stalion Civic Association 
WEBA - West End Business Association 

Ethnic Festival Co-sponsors 
AHCFC - African Heritage Cultural Festival Committee 
ASHFC - Alexandria Scottish Heritage Fair Council 
AlHEA - American Indian Heritage 8 Educational Association 
CCOC - Cambodian Community Day Committee . 

27 
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City Sponsored Events 
Co-Sponsored Events 

ACPS Events 
Non-Profit Sponsored Events 



Special Events - FY 2008 Event Support Costs Table A 

City Agency sponsored events 

F Y 2007 Total for 

Attachment 3 - 0.1 

Total Costs by City Department 
RPCA $1 54,843 
Firelcode' $1,238) 
p 
Police 

$2,250 
$41,178 

T&ES' 
DASH 
Health 
Gen'l Svs 
Total 

$6,5601 
$38,667 
$249,492 

-'Fire Dept 8 TBES unable to confirm cost estimates at this time 



Speclal Eventa - FY 2008 Event Support Costs 

for events, co-sponsored with other groups and City 

Table B 

Health . 
Gen'l Svs 
Total ' 

"Fire Dept b T&ES unable to conlhn cost eslimates at thls time 



Special Events - FY 2008 Event Support Costs 

sponsored by Alexandria City Public Schools 

Table C 

Total Costs by City Department 

1 Health 1 S560 1 

Run vs. Row - cancelled 08 
TOTALS 

EVENT 

TC W~ll~ams Grand Opening 
SMALL EVENT fc1,000f 
Mt. Vernon School Fun Fa~r 
Tucker Fun Day 
Ch. Barrett School Bazaar 
MEDIUM EVENT (1,0005,000) 
Titan Expo 
RACES 

TOTALS 

RPCA 
Firelcode' 
Fire EMS 
Police 
TBES' 
DASH 

IGen'l Svs I $0 1 

Location 

TCWHS 

MtV field 
Tucker 
Barrett 

Chmq Pk 

Sue 

1X 

S 
S 
S 

M 

TOTAL 
COST 

$979 

52,025 
$0 

$280 

$1,950 

$3.645 
$50 
$979 
$0 
$0 
SO 

- - 
l ~ o t a l  $5,234) 
'Fire Dept 8 T&ES unable to confirm cost estimates a1 this time 

Sponsor 

ACPS 

Mt Vernon School PTA 
Tucker School PTA 
Barrett School PTA 

TCWHS PTAlKey Clubs 

dl - 
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PAIOTO 
CITY 

$0 

$0 
$0 
$0 

$0 

NETCIN 
COST 

$979 

$2,025 
$0 

$280 

$1,950 



Special Emnts - M 2008 Event Support Costs Table D 

for Private Organlzatlons 

. . Attachment 3 - p. 4 

N b A  

Flre/Code* 
Fire EMS 
Police 
TgES* 
DASH 
Health 
Gen'l Svs 
Total . 
'fire Dept b ThES unable to W ~ r m  cost sstimatea at this time 

3 U ,  I P I  

$2,448 I 
$10,256 

$135,092 
$31,432 

$0 
$1 1,900 
$2,223 

$21 s,wo ' 



Speclal Events - Cost Recovery Trends . Table E 

33 
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Special Events - FY 2008 Legend and explanations , 

Tishman Speyer partnered with City to sponsor concerts;paid direct services of soundlperformers 

Races net revenues are donated to charitable causes or support an event 

DHS -Department of Human Services 
USPTO - US Patton &Trade Mark OKce 
"GWPC - George Washington Parade Committee 
PWBA - Potomac West Business Association 
TCWHS - TC Williams High School 
OTBA -Old Town Business Association 
OTNCP - OM Town North Community Partnership 
RPCA - Recreation, Parks & Cultural Activities 
OHA - Offie of Historic Alexandria 
€PC - Enviommental Policy Commission 
ACVA - Alexandrla Convention & Visitors Association 
Cameron Station Civic Association 
WEBA - West End Business Association 

Ethnlc Festlval Co-sponsors 
AHCFC - African Heritage Cultural Festival Committee 
ASHFC - Alexandria Scottish Heritage Fair Council 
AIHEA - American Indian Heritage & Educational Association 
CCDC - Cambodian Community Day Committee 

Attachment 3 - p. 6 



I Attachment 5 
City of Alexandria 

Proposed Special Events Policies 

1 .  ' It is the policy of the City of Alexandria, as implemented through related'adopted 
policies and procedures, to recognize the substantial community benefits that result from 
special events. These events provide cultural enrichment, promote economic vitality, 
enhance community identity and pride, and provide opportunities for bdraising for the 
community's nonprofit agencies. To promote these objectives, at times it is appropriate 
within appropriated funds for the City to bear all, some portion, or no portion of the costs. 
Cost sharing must be done in an equitable and reasonable manner. 

2. Partnerships between the City of Alexandria, event sponsors and the community 
are valuable in ensuring successhl events. The City of Alexandria recognizes that ,events 
require logistical support and commitment from the sponsoring entities anct that the City 
requirements may reprcsent a significant portion of an event's costs. When setting fees 
and conditions for events, the City will consider impacts on the event's costs while 
balancing the City obligation to protect public health, safety, and financial oversight 
obligation to the citizens ofAlexandria. In general, all special events must provide full 
cost recovery to the City, unless it is specifically determined by City Council that the 
special event has economic and social value and provides the City with an equivalent or 
higher benefit when compared to the event's operational cost. 

3. Outside entities receiving financial assistance for Special Events from the City 
(Model 11) should be required to provide to the Special Events Committee a business plan 
andlor provide a k l l  disclosure of all expenses and revenues related to the event. 

4. It is the policy of the City to support and encourage staff to seek private and 
corporate sponsorships that help to offset the cost of City supporled and co-sponsored 
events, programs and activities, so that these events move towards becoming cost neutral 
to the City in a defined number of years from the point of inception. 

5. It is the policy goal of the City to have successful cost-effective special events 
that enrich and enliven the community and provide opportunities for the use of volunteer 
services from the volunteer agencies and organizations where deemed feasible and 
practical, and where cost savings will be achieved that will not negatively impact public 
health and safety. 
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Department of Recreation, Parks and Cultural Activities 
Park and Recreation Commission 

Public Hearing & Meeting 
Thursday, December 11,2008 

7:00 P.M. 
Mount Vernon Recreation Center 

2701 Commonwealth Avenue Street 

Commissioners 
Judy Guse-Noritake, Chair 
Rich Brune 
William Crornley 
Lindsey Swanson 
Kaj Vetter 
David Dexter 
Ripley Forbes 
Henry Books 
Bob Moir 
Matthew Coda 
Marshanika Rich 
Additional Attendees - Public Hearing 
Charmane Ashe 
Rebecca Baas 
Lisa McNichols 
Kent Lassman 
Dana Damico 
Kathy Dalby . 
Matt Ries 
Maureen Schweers 

Staff 
Kirk Kincannon (RPCA) 
Roger Blakeley (RPCA) 
Laura Durham (RPCA) 
Judy Lo (RPCA) 
Jack Browand (RPCA) 
Jim Neurohr (T&ES) 
Joe Seskey (Alexandria Police) 
Leslie Clark (RPCA) 
Erica Bannerman (T&ES/~nvironrnental ~ual i ty )  

Additional Attendees -Public Hearing 
Ed Ablard 
Jeff Byron 
David Fromm 
J. Glenn Eugster 
Esme Damico-Lassman 
Christina Richardson 
James Snyder 
Erin White 

AGENDA 
I. Welcome 
11. Public Hearing 

A. Presentation on proposed Special Event Policies 
B. Comments from the public on proposed Special Event Policies 
C. Discussion and Comments from Commissioners on proposed Special Event 

Policies 
D. Comments from the public on any topic dealing with Park or Recreation issues 

which has not previously been the topic of a public hearing by this Commission 
E. Public Hearing Closes 

111. Discuss and Develop Recommendations for the proposed Pocket Park at 1 & 7 E. 
Del Ray Ave. 

IV. Director's Report 
V. Reports from Contmissioners 
VI. Next Meeting: January 15,2009 (location TBD) 
VII. Adjournment 
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I. WELCOME 

Chair called the meeting to order at 7 p.m., noting that the Commission had scheduled an 
unusual December meeting so that the Commission could receive public comments as 
quickly as possible on the City's proposed Special Events Policies. 
The Commission does not traditionally meet in December, but had been requested by 
City Council in late October to provide its views on'the policy proposal on an expedited 
timetable. Council is expected to consider the policies at its January 2009 legislative 
meeting. 
Ordinarily the Commission would discuss and finalize its views on a public hearing issue 
at its next regularly scheduled monthly hearing; instead Commissioners would be 
finalizing their views after receiving all public comments by December 18. 
Chair intends to convey to the City Manager that the Commission needs more than a few 
weeks' time to schedule a public hearing on an issue referred by City Council since the 

: Commission's public hearing agendas are set further in advance. 

11. . PUBLIC HEARING 

A. . PRESENTATION ON PROPOSED SPECIAL EYENT POLICIES 

Follow-Up Action: Public record to be open for comments an additional week, 

Briefing - Leslie Clark (RPCA Division Chief and Chair, City-wide Special Events 
Committee) 

. - Overview: 
During the FY2008 budget review, Council had requested the City Manager and 
the Budget and Fiscal Affairs Advisory Committee (BFAAC) to review City.costs 
associated with City events and provide Council this information during the 
FY2009 budget process. 
The Special Events Committee (the Committee), with representatives of all City 
agencies involved in any City special events, compiled information covering 
expenses, existing policies, and procedures in use for Special Events. 
Committee has developed proposals to formalize the long-standing loose 
guidelines followed, create an active Special Events Committee, move the City 
towards a policy of recovering special events-related expenses, enable the City to 
generate revenues to cover the costs of City services supporting special events, 
and create consistent criteria for rates charged groups sponsoring events. 

= Proposal has been reviewed by Budget and Fiscal Affairs Advisory Committee 

B. DISCUSSION AND COMMENTS FROM COMMISSIONERS ON PROPOSED 
SPECIAL EVENT POLICIES 

Highlights 
- Special events are intrinsically valuable, contributing to Alexandria's character and 

quality of life, and attracting visitors to the City. - City revenues generated by events are often both direct and indirect; 
- Data collected only on direct costs related to events-related staff time overtime. 



- Estimates of City revenues generated by events - such as increased tax revenues due 
to increased visitor business on weekends before and after large events such as the 
Scottish Christmas Walk, had not been developed. 

- Publicity such as the recent nationally televised HGTV coverage of the Scottish 
Christmas Walk increases Alexandria's visibility as a place to visit. 

- In the absence of more precise data, a Commissioner suggested interviewing business 
owners on, for example, King Street as a way to gather anecdotal information about 
event-related increases in business 'increases. 

- City staff time had not been available to conduct such interviews as part of the 
Special Events Committee's research. 

- Current staff time figures reflect only overtime hours. 
- RPCA's new accounting system now enables tracking staffs time-on-project 

throughout the regular workday. 
RP%A will have a more precise data on staff time for individual Special Events. 

City's current harsh budget realities - requiring RPCA to cut 5 percent from FY2009 
budget and come up with a proposed I5 percent reduction for FY2010 - make it even 
more important for Special Events to generate revenue to cover costs of City services for 
those events. 
- RPCA is working to preserve its core recreational services. 
- Gathering more specific data about indirect events-related costs such as staff time 

used to support events run by outside organizations (e.g. the Red Cross Walk, races, 
and other events) will enable RPCA to make more informed budget prioritizations. 

Summary conclusions: 
- Special Events Policies' goals should be to create an equitable transparent fee scale to 

apply to all organizations sponsoring City events 
- Policy and permit process should be easily available to organizations planning events. 
- Views differed as to the extent to which costs of non-overtime staff hours should be 

factored into an event's costs. 
- More detail is needed re: how the City will convey criteria to event sponsors. 
- Event sponsors need a less onerous process developed jointly by all events-related 

Departments and including the option of creating a portal offering one-stop access to 
applications for all relevant City permits needed for an event (though current budget 
and staff constraints would likely postpone its implementation) 

Follow-up Action: Commissioners encouraged RPCA to develop a more detailed cost- 
benefit breakdown for specific events, while acknowledging the difficulty of doing so. 

C. COMMENTS FROM PUBLIC ON PROPOSED SPECIAL EVENT POLICLES 

a Period for Public Comments on Draft Policy: 
- A two-week public comment period had been set, starting one week before the 11 

December public hearing. . 
- Commission position on the draft policy will be finalized after the close of the public 

comment period. 
- Commissioners will consider ideas on additional criteria appropriate to include in the 

Special Events policy. 



KATHY DALBY (Pacers Running Store, sister store to Pacers Events) 
- Pacers' local events generate about half a million dollars for local activities. 
- Pacers sponsors and manages about 10 of Alexandria's 12 races. 
- Submitted written comments for the record (available separately). 
- Opposed any requirement for a sponsoring organization's financial data to be released 

publicly, since this is proprietary information, noting that Pacers already takes 
responsibility for event-related costs. 

- Commended the development of a formal policy to replace current fragmented policy. 
- Pacers considers itself responsible for their event-related costs. 
- A fair rate and fee schedule policy that is both transparent and equitable is crucial. 
- Supports idea of using volunteers at intersections and alleyways, noting that Pacers 

has in the past trained volunteer "course marshals" s to do this, and this is offers cost 
savings for events such as the GW Parkway LO mile and 5 K Classic. 

- Pacers pays higher perckntage of event-related costs than other event sponsors. 

CHRISTINA RICHARDSON  el Ray ~usiness  Association). 
- Del Ray Business Association is the former Potomac West Business Association. 
- Applauded the effort to develop an equitable way to set rates for sponsoring 

organitations, and viewed the proposal as a good start. . . 
- Highlighted p. 24, Attachment 5, Par. 2, discussing the importance of partnerships 

between the City, event sponsors and the community. 
- Art on the Avenue brings in many visitors, but how much revenue is generated by the 

event is not known. Businesses are doing what they can to generate and maintain 
business and to partner with the City on ways to bring people into the community via 
events while keeping events affordable for the City. 

ED ABLARD: West Del Ray Ave. 
- Noting his background in economic development, he encouraged the City to compile 

more detailed data on economic development benefits generated by special events so 
that budget prioritization can be made rationally. 

- Recommended that the City consider revenue augmentation actions to enable the 
RPCA budget to be increased to meet residents' needs. 

GLENN EUGSTER: 
- Suggested policy wording should state more specifically that special events are a 

wonderful part of Alexandria life, contributing to the community's special sense of 
place and connectedness. 

- With City resources and staff maxed out, a renewed and expanded collaboration 
between City staff and public volunteers is needed for events, including community 
cash and in-kind contributions. 

- Identifying resources needed to implement policies successfully will be crucial. 
- Implementation should not be cumbersome, avoid frustrating an organization's 

leaders for an event, and recognize that City resources and workers are maxed out - 
and may not be available to implement the policy. 

- Cited the NPS policy of requiring a reasonable and fair "performance bond" for 
events held on The Mall to cover event-related costs, damage, and wear and tear. 

- Suggested creating an "endowment" as a source of funds to support special events. 
- Noted that endowment fundraising would be tough at this time, but new and creative 

approaches to covering event-related costs are needed. 
# - 



r JEFF BYRON (Alexandria Crew Boosters Club, Inc.) 
- Crew Boosters, a local non-profit, buys equipment for T.C. Williams High School 

rowing program via events such as the Run v. Row race, usually the last Sunday in 
March. Run v. Row participants pay to run in the event. 

- T.C. Williams' largest sport; many participants win college crew scholarships. 
- Want to work with City to train volunteers to help with race tasks done by Police to 

keep costs down. Boosters has about 150 volunteers available for events; 
- Last year's race ran into problems resulting in canceling the "run" part that need to be 

sorted out for this year's race. 
Chair was concerned race's canceling had apparently been due to the rejection of 
Crew Boosters' offer to train and provide volunteers to monitor runners. 
Canceling the 2008 race had seriously impacted the T.C. Williams program. 

- January 2009 - Would like to be able to figure out early in January whether Crew 
Boosters will be able to train and provide volunteers for this year's race. . 

- Discussion: 
Expectation is that proposed Events policy to factor costs into City fees charged 
for an event will include &'' school-related events; some Commissioners 
qu$stioned such a blanket policy. 
CERT volunteers - RPCA is pushing to expand using city's base of trained and 
equipped volunteers for special events instead of police. 
Waivers - Commissioners urged a more clearly defined and transparent waiver 
policy making it clear which events or organizations qualify for waivers from the 
Special Event rate schedule. (Example: Waivers for events generating finds used 
to supp0rt.a City activity or service). 
Waivers - RPCA is looking to public and Commission input on how to define 
waiver criteria might be expanded or made more specific; 

JOE SESKEY (Police representative in charge of Special Events, member of Special 
Events Committee) 
- Supports events using volunteers to replace police at less critical locations and for 

functions as appropriate. 
Trial implementation using CERT volunteers has been initiated at festivals, 
parades and other events. 
Scottish Christmas Walk's 12 CERT volunteers cut Police event costs by $3,000 

- CERT volunteers cannot, however, direct traffic. For races and festivals police will 
always be needed to direct traffic around the event. 

- Disputed the report that Crew Boosters had been told volunteers could not be used for 
Row v. Run; police-trained CERT volunteers can be used. 

JIM NEUROHR (T & ES Superintendent of Transportation, member of the Special 
Events Committee) 
- When deciding which events should be supported by City funds or in-kind services, 

suggested giving priority to City-identifiable special events such as the Scottish 
Christmas Walk and George Washington Birthday Parade versus generic events such 
as the St. Patrick's Day parade (while noting his own Irish ethnic background). 

- Recommended streamlining the City's permitting process for events, reducing the 
burden for both event sponsors and City administrators - and urged enabling one-stop 
permit processing for events via the City Web site. 



6 
- Emphasized the importance of developing solid criteria to determine which events the 

City will support, highlighting the importance of non-profit events that raise funds to 
support services of Alexandria residents (examples: Kelly Cares and Run v. Row) 

DAVID FROMM, Arts on the Avenue 
- Event pays at least half of its direct costs. 
- Event contributes non-monetary value to City and community beyond revenues that 

cannot easily be factored into a spreadsheet.. 

KENT LASSMAN (Del Ray resident) 
- Suggested using a three-year rolling average for calculating an event's cost-benefit to 

reflect whether attendance and community support is growing or declining over time. 

Discussion - Possibility of combining smaller City's ethnic events to reduce costs. 
- To reduce police burden, RPCA and other Citystaff now supporting numerous small 

City events, idea proposed re: combining some smaller annual events into a larger 
ethnic festival that might be held at BeoBrenyan Park. 

- Goal: To have a consolidated self-supporting international event while also 
continuing larger festivals such as ~rlandria's Chirilagua Festival. 

- Commissioners noted importance of keeping neighborhood ethnic events such as 
Chirilagua within host communities; suggested rotating annual neighborhood events. 

- How to factor in the importance of location to an event? 
Events located within communities - vs. at Brenrnan Park - are more likely to 
generate event-related revenue via restaurants and local shops. 
Kathy Dalby noted the importance of location to races such as New Year's Eve's 
King Street Mile. 
Commissioners suggested holding events within communities rather than at 
Brenman Park generates more event-related spin-off revenue. 
Commissioner Coda suggested offering event sponsors the choice of 
consolidating into a larger multi-ethnic event or continuing their own event and 
being responsible for covering all its costs. 

General goals for the policy: 
- Craft criteria for a policy that can be consistently applied to both City-sponsored 

events and private events, considering. 
- Consider when to solicit sponsorships for City-sponsored events, noting other 

jurisdictions often line up $100,000 worth of sponsorships a City event. 
- Consider directing fees generated by an event directly into the budget of the City 

department shouldering the event's costs rather than into general revenue funds. 
- Chair suggested that creating such a "non-appropriated account" from event fees 

generated would probably require authorizing legislation from Richmond. 

Follow-Up Actions: 
- Public record to be left open for additional comments for a week 
- Commissioners to send Chair ideas on Special Events policy criteria. 
- RPCA staff to forward post-meeting public comments to the Commissioners. 
- RPCA to develop, with inputs from the public and Commission, more detailed criteria 

to include in the proposed policy and submit it to City Council. 
- Chair to draft letter to Council reflecting the range of Commissioners' opinions. 
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- City Council likely to hold a public hearing on the Special Events policies. 
- February 15 - City Manager presents proposed FY2010 budget to Council. 
- A finalized Special Events Policy should be in place by FY2010 July 1 start. 

D. COMMENTS FROM THE PUBLIC ON ANY TOPIC DEALING WITH PARK 
OR RECREATION ISSUES WHICH HAS NOT PREVIOUSLY BEEN THE 
'TOPIC OF A PUBLIC HEARING BY THIS COMMISSION 

None. 

E. Public Hearing Closes - 8:40 pm 

Ill. DISCUSS AND DEVELOP RECOMMENDATIONS FOR THE PROPOSED 
POCKET PARK AT 1 & 7 E. DEL RAY AVE. 

Laura Durham and Judy Lo (RPCA) provided information re: the revised design option. 
- Information on other Del Ray playgrounds was provided to the Commission. 
- Pocket Park lot is between one-third and one-half acre. 
- Pocket'Parks rarely will require an SUP. The E. Del,Ray park doesn't require an SUP, 

is not reviewed by planning Commission or City Council 
= Pocket parks are within the regular responsibilities of RPCA staff. 

Commission gives RPCA guidance re: each pocket park's mix of design elements. 
Goal of pocket parks: To preserve and enhance neighborhood-serving open space 
within communities. 
Initial park development is funded by Open Space funds. 

- Pocket Park fimding is set aside from within the Open Space Fund, which recently 
changed by City Council; effective January 1,2009. 

20% of the Open Space Fund is intended to fund pocket parks. 
Director noted that because the Del Ray park happens to be up for consideration during a 
time of City budget cutting, its funding may become an individual item for review. 
- RPCA has recommended to City Manager that Del Ray park funding be included 

within the Open Space budget 
- City Manager will make final decision. 
- $250,000 is the cost estimate for the RPCA design currently presented to the 

Commission for review and recommendation. 
Chair reviewed RPCA's process followed for planning the park: 
- Three well-attended Del Ray community meetings hosted energetic discussions of 

design options presented by RPCA staff. Scores of e-mails have been received 
- Design being presented reflected a consensus resulting from the process. 
- Most of the community discussion has focused on the Tot Lot. 
- Comments received on the design's proposed trail, the materials proposed for use 

(benches, trail surface), and maze have all been positive. 
- Many good ideas have been received. 
Community's play area discussion 
- Design's proposed tot lot is the sole design sticking point -the size, the equipment, a 

fence, and whether it should be there at all. 
- Has attracted passionate support, as well as opposition, from some residents. 
- At issue: play area's proposed size, equipment, and fence height. 
- Commissioner Crornley: Fence height and permeability the key issue, suggesting 
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Increasing fence height to three feet and augmenting fence by some sort of 
barrier. "If you're going to have a tot lot, it has to be safe." 
Suggested that a fence design balance safety with openness 

- Commissioner Brooks noted an Old Town play area has a four-foot chain link fence 
around it, and perhaps that type of fence would work here. 

- Staff reported that Del Ray community members had expressed interest in a less 
conventional design reflecting the nature of the community. 

- Commissioners differed as to the extent to which parents should rely upon a fence to 
keep toddlers within the pocket park's proposed play area. 

- Commissioners noted the proposed play area is located within an area of the park 
located 112 feet from the street. 

- Chair voiced opposition to creating precedent of including within a pocket park's 
design elements a fence separating a defined area (here a play area) from the rest of a 
pocket park's small park area. 

Recalled a previous Old Town pocket park experience as an &ample to avoid : a 
fence separating a play area and a dog park produced a very bitter fight within the 
community. 

- Commissioners' suggestions included: 
Maximizing multi-use areas in the small space available within pocket parks, 
noting that fencing creates spaces that cannot be used. 
Modifying the design to include placing an adult activity area (with seating for 
chess and other activities) to creates choke points via adult seating that monitors 
access between the play area and street - without a gated fence. - Suggesting that staff consider whether other options might further address the 
challenge of reconciling a pocket park's purpose of preserving open space in a 
community with the desire to have a safe play area for small children. 

- A resident worried that a low chain link fence migh offer a toddler a toe-hold for 
scrambling over the fence, stating also her belief that when safety is balanced against 
competing design goals, safety concerns should not be subject to compromise. 

Follow-up Actions: 
- Staff will present a revised park design at the January Commission meeting that 

incorporates seating and activity area as a focused access and monitoring area to 
augment fence and provide a deterrent children exiting the pay area are without being 
seen by someone. - Commissioners will decide at the January meeting next steps related to the park. 

Issue - Cooperative maintenance of Commonwealth Avenue median trees - James 
Snyder (Co-chair, Del Ray Citizens Association Park Committee) 
- Suggested creating an RPCA pilot program with the Community to restore the trees 

and medians' conditions, noting community members had already held a preliminary 
discussion of feasible options with an arborist. 

- Suggested RPCA and the community discuss: 
Undoing the compacted earth, noting that the trees are in need of serious 
attention, especially from Mason Ave down to Mt. Vernon Ave. 
What to do with the trees? 
Whether some sort of cost-sharing re: pruning the trees (large oak) might be 
possible to prolong the health and life of the trees. 



- Commissioners supported the Civic Association idea to devise a plan for the 
community to be more pro-active in restoring the condition of the trees and median - 
expanding the current responsibility for removing trash from the median strip. 

- Fairfax City's model of creating "Friends" groups for each park was cited. 
- Director commended the Del Ray community for its history of successful partnering 

with RPCA to take care of its trees and looks forward to continuing it. 

IV. DIRECTOR'S REPORT 

Chair asked Commissioners to review the Matrix management report in detail and 
prepare to discuss it in detail at the January meeting. 

Director's overview: 
. - Reviewed highlights of "Best Practices and Efficiency Study", Matrix Consulting's 

two-year review of RPCA operations including 240 recommendations, many of 
which RPCA has already been addressing, some of whi'ch RPCA disagrees with.. 

- Study and executive summary were provided to Commissioners prior to the meeting. 
. - Executive ' summary . of Matrix study is 42 pages 

(http://dockets.alexandria.~ov/fyO9/120908r~n/di29.pdf); 
- Full Matrix study is 3 64 Pages 

(http://dockets.alexandriava.gov/fy09/ 120908ddi29a.pdf). 
- RPCA's ability to partner with community organizations and civic associations will 

be key to Department's ability, within current financial constraints, to continue 
providing services needed by the community. 

- RPCA has, over the past several years , been working to improve efficiencies and 
services across the board, including having achieved national accreditation for the 
Department. 

- Matrix identified several additional areas of opportunity to improve operations, 
programs and direction. 

- City Council has requested Commission comments on the report. 
- Matrix study is one of several City audits that are reviewing best practices programs, 

activities and functions. 
Budget considerations 
- RPCA has already cut $1.4 million from current year budget. 
- ForFY10- 

Size of budget cut - re youth sports, adult classes and activities - not yet known. 
Options for increasing fees and charges are being reviewed, including making 
them consistent with regional fees 
Scholarships will still be provided for youth activities. 

- RPCA had already implemented many Matrix-suggested efficiencies prior to the 
study; others had been put on hold pending the outcome of the Matrix study to insure 
consistency with the Matrix study. 

- RPCA plans to move ahead with realignments to improve efficiencies and services - 
despite the current budget reduction scenario. 

RPCA staff is developing internal improvements 
- Developing larger partnerships with communities, non-profits, and civic associations 

with guidance fiom the Commission and City Council re: how best to proceed. 
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EVENTS 

Kathy Dalby 
Managing Partner 

Original: December 11,2008 
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VIA ELECTRONIC MAIL AND USPS 

James K. Hartmann 
City Manager 
City of Alexandria , 

301 King Street 
Alexandria, VA 22314 
james.hartmann@alexandriava.gov 

William Chesley 
Department of Recreation, Parks, and Cultural Activities 
City of Alexandria 
1 108 Jefferson Street 
Alexandria, VA 22314 
william.chesley@alexandriava.gov 

RE: Proposed Special Events Policies 

Dear Sirs: 

Thank you for the opportunity to submit comments on the proposed special events policies (hereinafter 
'policy" or "policies") submitted for consideration to the City of Alexandria City Council on October 28, 2008 
(docket item #la). Pacers Running Stores, and our sister corporation Pacers Events (hereinafter referred 
collectively as 'Pacersw or 'Pacers Running Stores"), applauds the efforts of the City of Alexandria to 
institute much needed procedures and lransparency to the special events approval, funding, and 
management process. 

-About Pacers Runnina Stores 
Pacers Running Stores is a local, family owned running and walking specialty retailer in the greater 
Washington DC area. Our flagship store is located at 1301 King Street in the City of Alexandria and has 
been in business since 1991. 

Pacers Running Stores is committed to serving our community, especially the City of Alexandria, as 
evidenced by our recognized support of numerous charities and pubk health programs. These activities 

1301 King Street . Alexandria, Virginia 22314 e703836-1463 . kathy@mnpacers.com 



include the George Washington Parkway Classic benefiting the Olympic Chapter of the Boys & Girls Club, 
twice-weekly complimentary community runs drawing 40 to 80 runners an evening, support of Alexandria 
high school and elementary school athlelic programs, and involvement in Alexandria business associations 
and major Alexandria events, such as First Night Alexandria. 

We have received numerous awards and recognilions for our community support, including the American 
Red Cross Alexandria Chapter Good Neighbor Award, the national Independent Running Retailer 
Association's 2007 Community Service Store of the Year award, and a proclamation by the City of 
Alexandria City Council commending our community service and related outreach to the citizens of the City 
of Alexandria.' Since 2003, Pacers Running Stores, through the efforts of our staff, customers, and 
partners, has raised over $500,000 for local, regional and national charities. 

Our lnlerest in the Special Events Policy 
Pacers Running Stores owns, manages, supports, andlor sponsors the vast majority of foot races in 
Alexandria proper. These events include: 

1. George Washington Parkway Classic (event owner) 
2. New Orleans R'ebirth 5K (formerly Gulf Coast Relief Run) (event owner) 
3. Kirlg Street Mile (event co-owner and sponsor) 
4. George Washiqgton Birthday Classic 10K (event manager and sponsor) 
5. Run vs. Row (event manager and sponsor) 
6. BA 5K (event manager and sponsor) 
7. Kelley Cares 5K (event vendor and sponsor) 
8. Colin Casey 3K (event vendor and sponsor) 
9. Alexandria Turkey Trot (event sponsor) 
10. Dash for Dad lOK (event sponsor) 

Our comments are limited to the events we own and will focus on our marquee event, the George 
Washington Parkway Classic.2 However, considering our extensive history in road race management and 
experience with surrounding municipalities, we believe our comments will support the majority of opinions 
of race directors in the City of Alexandria and will offer constructive comments on procedures and policies 
that work for event organizers in other municipality special event structures. 

Clarifications and Corrections to Attachments Two, Three, and Four 
We would like to slress that in FY2007 and FY2008 events owned by Pacers resulted in almost 100 
percent cost recovery to the city. The remaining charges noted in the attachments to the policy are a) whal 
we believe are clerical errors on the part of the City3 or b) charges that were never brought to our atlention 
and of which we gladly would have submitted payment. 

Proclamalion of the Mayor of the City of Alexandria regarding Pacers Running Stores, January 22, 2008. 
?The George Washington Parkway Classic is the largest and third oldest footrace in the City of Alexandria. For more informaCon 
on this event, please visit www.awoarkwavclassic.mm. It is believed that since the race's inception, over $750,000 has been 
raised for City of Alexandria charities. 
3 Following are items that we believe are in enor in the palicy attachments: 
a. Policies Attachment 3-p.4 (FY2008 Private Organizations Event Support Costs). The analysis states Ihal the GW Parkway 
10K [sic] Classic had an unpaid City cost of $3,000 ($13,105 City cost; $10,105 wst  recovery). Pacers is curious as to what 
these net costs are and notes that we were not billed nor made aware of this cost or cost(s) to the City. 



In addition, we would like to clarify that municipalily fees related to the King Streel Mile were paid by 
Pacers. These fees included police, permit, and transporlation with a total payment to the city of $4,205. 
The King Skeet Mile payments were lumped into the First Night Alexandria line item. 

As a point of clarity, the sponsor of the George Washington Parkway Classic and the Gulf Coast Relief Run 
is Pacers. The City uses the acronym "GWPC" incorrectly in the legend listing "GWPC' to mean 'George 
Washington Birthday Celebration Cornmittee".4 In actuality, the George' Washington Birthday Celebration 
Committee is not involved in the George Washington Parkway Classic but in the George Washington 
Birthday Classic 10K. In addition, the George Washington Parkway Classic is listed as a tOK; it is a 10 
rnile and 5K race. Further, the Gulf Coast Relief Fund does not exist and the sponsor should be listed as 
Pacers. 

Special Events Policy: General Comments 
: Yacers Running Stores supporls the effods of the City of Alexandria in updating and clarifying the City's 

position and policies related to special events and specifically applauds Ihe work of the Recreation, Parks, 
, and Cultural Activities Department, .Alexandria Police Department, and Department of Transportation and 

: Environmental Services. In parlicular, we would like to Lhar~k city employees Kirk Kincannon, Leslie Clark, 
James Neurohr, and Sergeant Joseph Seskey for their commitment to quality special evenls and- 
development of a process that is transparent, fair, and beneficial for all stakeholders. 

We believe that special events add to the fabric of the City and help make it an attractive place to visit, live, 
and do business. In our case, road races offer an opportunity for individuals, including numerous City 
rresidents, l o  set and meet fitness goals, expose visitors to Ihe beauty and vibrancy of Alexandria, and have 
a positive financial impact lo our business and other businesses in the City? 

Pacers Running Stores manages several road races a year, many of which occur outside of Alexandria 
proper. Our experiences with other municipalities range from exceptional to frustrating; our best 
experiences tends to be with municipalities that vest the responsibility of event management-at least for 
events, like road races, with complex road closi~res-with the police department. We respeclfully suggest 
that the chair of the Special Events Committee be the designated representative from the Alexandria Police 
Department and that representative receives adequate admir~istrative support. 

Criteria - 
Pacers believes that any criteria related to city sponsorship of an event should be transparent and 
equitable. We also support the assertion that events that celebrate the history and personality of 
Alexandria, such as the George Washington Birthday Celebration, should continue to receive city support. 

- - - 

b. Policies Attachment 2-p 4 (FY2007 Private Organizations Event Support Costs). The analysis states that Ihe GW Parkway 
10K [sic] Classic had a cost to the aty of $40,983, cost recovery of $39,813, and a nel c~ty cosl d$1,170. We believe this cost 
analysis is in error as we do not have record of paymenk in the amount of $39,813 and this amount is about three times our 
normal city w s  b for this event. 

See Attachment 2-p.5, Attachment 3-p.6. 
5 As a matter of practice, we utilize Alexandria-based businesses and consultants when hosting events in the City, when 
appropriate. This indudes event management companies, restaurants and caterers, printers and direct mail houses, hotels, and 
transportation companies. 



In addition, we believe the city allow for consideration of one-time sponsorship of events if there is 
substantial benefit to a charitable cause6 

S~ecial.Events Policy: Soecific Comments and Recommendations 
Following are our comments and recommendations for specific items noted in the policy memorandum: 

1. 'Discussionn, page two. Policies and procedures. 
a. Pacers strongly supports the development of transparent, standard, and written 

procedures for special event approval and management. These procedures should: 
i. Provide an updated, detailed list of required permits and permissions with 

appropriate and attainable deadlines and cost; 
ii. Revise the current Special Events application to require more detailed and 

. .  relevant information needed by. City offices to process event application; 
iii. Be nimble enough to adapt to the specific needs of an event or event organizer, 

. . such as expedited approval timelines; 
iv. Have transparent criteria on how.applications are accepted or rejected; 

' v. Grandfather pre-existina events which are financially self sufficient (emphasis . . 
added); 

vi. Make public the events receiving city financial support, specific criteria or findings 
leading to a decision of financial support, and an open application process for 
events seeking city support; 

: vii. At a minimum, have permit applications and procedures listed in one location on 
the City website and allow for online filing; 

viii. Provide a detailed list of specific groups or organizations, including updated and 
complete contact information, that the City req,uires an event organizer to contact 
prior to an event;7 

ix. Be vetted by area event organizers to ensure clarity, feasibility, and undue burden. 
b. In addilion, availability of city policies must be easier to access. For instance, we are not in 

receipt of the special events policy regarding the scheduling of events in Old Town. We 
have asked several city employees over the past few years for a copy of the policy; they 
have been unable to locate a copy. 

2. Special Event Proposed Policies, page 6. See also Attachment 5. 
a. Pacers respectfully requests the following rewording of the special events proposed policy 

#1 (changes bolded): 
i. #I: It is the policy of the City of Alexandria, as implemented through related 

adopted policies and procedures, to recognize Ule substantial community benefits 
that result from special events. These events provide cultural enrichment, 
promote economic vitality, enhance community identity and pride, encourage 

6 For instance, the City of Alexandria sponsored the Inaugural Gulf Coast Relief Run held just two weeks after Hurricane Kalrina. 
This event raised over $174,000 for the Alexandria Chapter of h e  American Red Crass, offered over 4,000 people the 
opportunity to come together and show their solidarity with New Orleans, and garnered local, regional, and nabonal press. 

TOO often we have been asked to send letters or contact specific residences and business owners within 24 hours of an event 
when a previaus (or subsequent) event does not carry the same requirement. As event pbnners, we wan1 to be as courteous to 
our neighbors and take great strides b communicate road closures and event times to stakeholders. However, if b e  City has 
specific asks we need to know those requirements in a Umely fashion. 



healthy l ivi~g through fitness activities, and provide opportunities for 
fundraising for the community's nonprofit agencies. To promote these objectives, 
at times it is appropriate within appropriated funds for the City to bear all, some 
portion, or no portion of the costs. Cost sharing must be done in an equitable and 
reasonable manner. 

b. Pacers respectfully comments on the following special events proposed policy #3: 
i. Pacers agrees that any organization requesting funding from the City should 

submit a business plan and financial data. 
ii. However, we strongly disagree with staff verbal comments that all event 

organizers should submit budgets on all events to the Special Events committee, 
including events not seeking financial support. We consider this data to be 
extremely sensitive and proprietary and do no! understand the purpose of 
releasing this information. We do not support the argument that since an event is 
using public roadways an event's budget should be released; we are paying the 
City handsomely for the use of roadways. Our events support members of the 

, Alexandria Police Department through overtime pay, provide economic stimulus to 
area businesses, and facilitate physical fitness opportunities for Alexandria 
residents. If the City would l~ke to be engaged in the budgeting of a private 
corporation, we will insist on funding from the City as our marquee event, the 
George Washington Parkway Classic, '. . . has economic and social value and 
provides the City with an equivalent or higher benefit when compared to the 
event's operat~onal cost [to the City]"; we will also request Ulal the City Attorney 
validate the legality of this requirement. We would, however, be happy to forward 
thank you notes from our beneficiaries as a courtesy to the City. 

c. Pacers respectfully comments on the following special events proposed policy #5: 
i. Pacers supporls the use of trained volunteers, where safe, to achieve cost savings 

to events. We also support the increased use of barricades where appropriate. 

Conclusion 
We appreciate the opportunity to submit comments regarding the proposed speclal events policies and look 
forward to working with your staff as they develop fair, transparent, and efficient procedures. 

Regards, 

Kathy Dalby 
Pacers Running Stores 
Pacers Events 



cc: Mayor Bill Euille 
Councilmember Paul Smedberg 
Councilmember Justin Wilson 



City of Alexandria, Virginia 

DATE: DECEMBER 15,2008 

TO : WILLIAM CHESLEY, DEPUTY DIRECTOR, 
RECREATION SERVICES 

FROM: J. LANCE MALLAMO, DIRECTOR, 
OFFICE OF HISTORIC ALEXANDRIA 

SUBJ: PROPOSED SPECIAL EVENTS POLICIES 

I am writing to comment on the procedural changes for special event operations that were the : 

topic of a public'hearing on December 11, and to bring to your attention some concerns that my . 
staff and I have related to how these new policies might affect museum programming in the 
Office of Historic Alexandria. 

Special events and educational programs are a fundamental mission of the museums and historic 
sites in OHA. These events range from small progmms with 20-50 people attending to larger 
events attracting several hundred visitors. They are offered to promote and expand the public's 
understanding of and appreciation for Alexandria's rich local history, and provide an economic 
benefit to Alexandria by promoting heritage tourism.. Some of these programs have admission .. 

fees, while others accept public donations, or are free to attract a variety of audiences. In these 
challenging economic times, efforts are increasingly made by the various OHA museums to raise 
revenue through programming and to recover costs, but a number of programs remain free 
depending on their location, logistics and the goal of serving the public good. 

Although I appreciate that the new special events policies aim to more carefully manage and 
track cost recovery for City events, I am concerned that they might also be too restrictive and 
limit the ability of OHA's museums to plan and control their own programs. I am especially 
concerned about the effect of the new procedures on Fort Ward Museum and Historic Site, since 
this OHA property is in the unique situation of operating within Fort Ward Park, and is 
increasingly being impacted by factors such as parking limitations due to picnic reservations, 
recreation vehicles, and even occasional activities sponsored by the adjacent school. Recently, 
Fort Ward Museum's director, Susan Cumbey, and Wally Owen, the assistant director, have had 
conversations with Cheryl Lawrence regarding the submittal of special events applications for 
2009 and beyond. Susan has submitted applications for two major events in 2009, but is not able 
to comply with the new format of developing a five-year plan for the Museum's events. Most of 
Fort Ward's Civil War living history programs are presented by reenactors who have annual 
meetings in January to decide what events they will attend for that given year. Some of the 
Museum's major annual programs cannot be scheduled until this time, and for most events it will 
not be possible to identify program dates beyond a given year. 



It was also the understanding of the Fort Ward staff, after speaking with Cheryl, that all 
programs, no matter how small, as well as occasional evening meetings in the Museum library, 
be submitted to the special events committee for approval. This seems highly restrictive, and 
impractical. The Museum should be able to plan and present small programs - which mostly 
entail lectures in the Museum, a small group of reenactors on the front lawn, or a special 
walking tour of the fort - and host occasional evening meetings without having to seek approval 
from the Committee. The issue of parking at Fort Ward plays a major role here, and will be the 
subject of hture discussions with the RPCA. 

I would also like clarification regarding the authority of the Committee to set the terms, 
conditions, establish fees and the time and manner of an event, as specified on page 4 of the 
proposed general policy. Does this pertain to City agencies, like OHA, as wellas non-City 
agencies? If so, this would seem to restrict the ability of the OHA museums to manage the 
programs or special events that they plan and sponsor, and which earn revenue for their sites. 

Because programs and special events are so integral to OHA's operations, I would like to suggest 
having a representative from our department on the Special Events Committee. This would be 
helphl in scheduling future OHA events, especially major ones, in conjunction with other City 
events and departmental resources. It would also allow OHA to be more informed and engaged 
in matters that relate to the City's special events policies, and to represent issues that concern the 
department. OHA will be planning many new events throughout the City in the next few years, 
especially in conjunction with the Civil War Sesquicentennial and the opening of Freedmen's 
Cemetery, and I would hope that these events could be supported and not undermined by the 
proposed special events policies. 

Lastly, T would like to reinforce the importance of building flexibility into the new special events 
application process so that the sites in OHA can continue to fulfill their missions and functions as 
City tourist attractions. Without this flexibility, the ability of sites like Fort Ward to present 
meaningful programs that attract visitors and earn revenue will be diminished. My staff and I 
will be glad to meet with you to discuss these issues in more detail. Your consideration of my 
comments is most appreciated. 



Joanna Chusid 
<vze4ybpe@verizon.net 

Subje Special events 
Cl  

I would l i k e  t o  see something included about noise  l e v e l s .  The noise 
level  a t  an event t h i s  summer a t  GW middle school was invasive  t o  the  
Rosemont and Del Ray neighborhoods. Many neighbors c a l l e d  po l ice  and 
the c i t y  but nothing was done. We were t o l d  by po l ice  they were unable 
t o  turn down the  loudspeake'rs.. Please do something. 



"Lawrence Trice" 
~ltrice@acps.kl2.va.us> 

cc alison.sharpQacps.kl2.va.us, 
lodd. korenOacps.kl2.va.u~ 

Subje Special Events -Titan Expo 
ct 

I am sending this on behalf of the Titan Expo Committee. 

I understand from people who attended the Recreation Board public 
hearing thatthere will be recommendations made to City Council about 
the cost recovery for all Special Events: We wonder if Titan ~ x p o  is . 
on the list to receive support from the City, or on the list of those 
who will be required to cover all attendagt costs of the event? 

Which organizations get a direct money disbursement from the City's 
existing Special  vents account? 

what criteria is used to determine, which groups receive an allotment? 

What criteria is used to determine which groups receive a waiver for 
in-kind City services to support their event? Would Titan Expo be 
eligible because it is a school-based program that provides 
scholarships to TC Williams students? 

Thanks ! 

Larry Trice 



Attachment 5 

Kirk Kincannon 
Director 

DEPARTMENT OF RECREATION, PARKS 
AND CULTURAL ACTIVITIES ' 

1108 Jefferson Street 
Alexandria, Virginia 2231 4-3999 

Phone (703) 638-4343 
Fax (703) 838-6344 

Park and Recreation Commission 

January 26,2009 

The Honorable William Euille 
Vice Mayor Redella Pepper 
Councilman Ludwig Gaines 
Councilman K. Rob Krupicka 
Councilman Timothy Lovain 
Councilman Paul Srnedberg 
Councilman Justin Wilson 

Re: Recommendations on City's Draft Special Events Policy 

D w  Mayor and Council Members: 

The Park and Recreation Commission reviewed the draf? Special Events Poticy prepared by City.Manager Jim 
Hartman's staff and held a public hearing on this issue in December. As requested I am writing with our response to the 
recommendations represented by the draft policy. We agree in general with the contents of the draft and support the intent 
to formalize a consistent policy aimed at better cost recovery while still supporting this unique part of the character md 
culture of Alexandlia. 

Our discussion highlighted that these special events are intrinsically valuable to the City, o w  quatity of life and are 
of incmsing e m m i c  importance. We would caution, as othershave, that the economic cost and benetlu 
&om holding these events are botmuect and indirect, and currently available figures need to be taken with a grain of salt as 
they only represent a piece of the overall picture. Only rmntly has the City been able to begin to trace the pasonnel costs 
associated with supporting these events, but we are a very long way indeed fiom being able to accurately gauge the overall 
economic impact on businesses and the awciated tax revenue. We would suggest that the impacts cannot be accurately 
captured by monitoring increases in trade just on the day of a specific event but that there is a broader and less tangible 
community impact. Pahaps we should ask what the impact might be over several years if there were no special events held 
in the City at all. We suspect that it is often through these special events that visitors first bscome exposed to the City and 
tbw return again later because ofwhat they found the first time. The recently nationally televised HGTV coverage of the 
Scottish Christmas Walk had a clear emnomic benefit that would be hard to measure, but is probably very real. 

By the same token, we would offer caution about increasing the number or intensity of current spaial events in 
attempt KO garner more revenue for the City through the associated fees. It seems clear that with a new policy in place the 
City may come closer to paying for the associated expenses of hosting these events, but that they would not be'viewed as a 
source of revenue. We must keep in mind tbat special events do have a clear impact on park resource and to the 
neighborhoods that surround the venues. Our parks are meant to be used but they all have a "carrying capacity". Recent 
events at Ft. Ward are a clear example. 

The Commission posited a number of comments and suggestions after hearing testimony &om the public. They 
are summarized below: 

A A better system of data wllcction for d k a t  personnel costs, above those that are a part o fa  job position's regular 
du t i q  needs ta instituted. We understand that the m e n t  system captures only ovatime hours associated with 
these events. Such data is only it part of the equation of w a s  incurred by the City. In a further refinement oFsuch 
cost accounting. a project number would be assigned to each went and all costs, personnel and otherwise, could be 
tracked, an overhead variable assigned and the result would be a very close accounting of the actual a r t s  of the 
event. The private sector has this kind OF cost m u n t i n g  iR place and the City should move to do the same 
through a central server. 

B. In addition, a method of gauging the economic benefits of these special events needs to be explored. We are 
concerned that cost recovery will over-shadow the benefits these events bring to the City. We feel a clear picture 



of the costs and benefits to the City of the major events has not been fully developed and there are significant 
barriers to do so. In the meantime, even an effort to gather "day of' antidola! evidence £tom business owners in 
Old Town could prove useful. 

C. The City should not look to special events to generate revenue, but work toward cost recovery as a goal. While 
in this climate it is tempting to vim these events as potential income generators, if we go down thal slippery slope 
there is a great likelihood that decisions will be made @&t will accommodate events but compromise public 
resources. 

D. This policy must have an equitable and transparent scale of fees that applies to all organizations and entities using 
City resources and venues. A part of that needs to be a clearly unde r s t4  and shared articulation of the cost 
impact of the event on the City's resources. 

E. This policy and the permitting process should be readily and easily available to organizations trying to plan for 
these events. There should be a "portal" developed for one-stop processing of all the various departmental 
permits, etc., necessary when hosting a large event. Currently it is a daunting and unreliable process for the 
outside organizations. The City needs to move toward an on-line administrative process for this as soon as 
possible. 

F. At the same time, the City needs to articulate and enforce polices that accommodate these events, but with the least 
impact possible on fratlid, safety and nearby neighborhoods. That would include suggdting and enforcing 
alternative routes for parades or substitute venues that might better accommodate large crowds. lfthe organizers 
reject the alternative route or venue then they should be fully responsible for all costs above the amount the City 
would have to incur,if the recommendations had been accepted. 

G. The Park and Recreation Department should develop a lisl outlining the capacity of the larger parks and other 
public a r a  in the City to help with moving events to the location best able to accommodate them. When an event 
cannot be accommodated, or is too large for the available areas here in the City, then theDepartment should refer 
the organizers directly to the Northern Vuginia Regional Park .Authority (NVRPA) which is our partner in 
providing recreational and park facilities. NMiPA bas expressad a desire that such referrals be made, as they see 
it as part of their mission to be able to supply resources and accommodations which the City cannot. 

H. We recommend that no event that benefits an ACPS function (inclusive of sports, arts, and music programs) 
should incur an event fee as long as the associated costs to the City are $5000 or under. Xfthe impact is greater, 
then a fee should be- assessed. We must remember that our public schools are a critical part of our community and 
deserve the support of the rest of the City's departments and resources. 

I. Participation in the City's CERT training program needs to be stepped upand the CERT volunteers used more 
regularly, in as much as is possible, in relation to these special events to decrease the personnel wsts to the City. 

On the topic of the ethnic festivals, there w a  a spectrum of opinions among Commjssioners, but in general the 
conclusion wm that a few of the larger ethnic festivals, like Atlandria's Chirilagua Festival, need to be continued a3 a 
singular event and in that case, it needs to be continued in the krlandria neighborhood, at the season in which it has 
been traditionally held. & for other sMll festivals we have traditionally hosted in the City as singular events, we 
should move toward hosting them in one self-sustaining annual event featuring a wide variety of cultural participants, 
grouped together across a pedestrian-accessible area. Such an event would by necessity have to be held at one of our 
few large parks or it perhaps might be better accommodated along the length of the various small parks strung along 
our Potomac Waterfront. Such a concept on the waterfront, both for an ethnic festival site and for other special events, 
should be discussed as a part of the w a t e h n t  planning process set to begin soon. Inevitably the waterfront will serve 
this ftnction in one way or antber and it should be planned to do so. 

Ln closing we would ask staff to make sure you receive the written comments we received during our hearing 
process. Undertaking this effort has not been easy and we commend staff that is a part of the Special Events 
Committee. There is still a lot of work ahead, but progress has been made. Our Commission's suggestions are offered 
in a spirit of what is best for the broad wmmunity, knowing that at times some neighborhoods will bear the brunt of an 
event. It is these events that increasingly define us as a City. We should welcome them, but on our own terms. If we 
may be of further assistance in these matters, please just ask. 

u d y $ f !  Guse- Noritake, AJA, LEED AP 
Chair. Park and Recreation Commission 

Cc: Jim Hartma- City Manager 
Kirk Kincannon, Diractor 
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INTRODUCTION 

The City of Alexandria is committed to facilitating a wide range of special events that highlight 
the diverse communities within the City. In order to ensure that all events are conducted in a 
safe and orderly fashion, weighing the social and economic benefit of the event with the general 
public's well being, oversight for all Special Events is the responsibility of the Special Events 
Committee. This committee is a formal group made up of various City departments that support 
and regulate special events. 

The underlying framework the Special Events Committee uses in its decision regarding an 
application for a special event permit is based on the policies and procedures found in this 
document. 



GUIDING POLICIES 

I. It is the policy of the City of Alexandria, as implemented through related adopted policies 
and procedures, to recognize the substantial community benefits that result from special 
events. These events provide cultural enrichment, promote economic vitality, enhance 
community identity and pride, and provide opportunities for hndraising for the 
community's nonprofit agencies. To promote these objectives, at times it is appropriate 
within appropriated f h d s  for the City to bear all, some portion, or no portion of the costs. 
Cost sharing must be done in a fair and reasonable manner. 

2. Partnerships between the City of Alexandria, event sponsors and the community are 
valuable in enswing successfbl events. The City of Alexandria recognizes that events 
require logistical support and commitment from the sponsoring entities and that the City 
requirements, may represent a significant portion of an event's costs. When setting fees 
and conditions for events, the City will consider impacts on the event's costs while 
balancing the City obligation to protect public health, safety, and financial oversight 
obligation to the citizens of Alexandria. In general, special events should provide full 
cost recwery to the City. 

3. Outside entities receiving financial assistance for Special Events from the City are 
required to provide the Special Events Committee with a business plan and/or provide a 
full disclosure of all expenses and revenues related to the event 

4. It is the iiltention of staff to seek private and corporate sponsorships that help to offset the 
cost of City funded and co-funded events, programs and activities, so that these events 
move towards becoming cost neutral to the City. 

5. It is the policy goal of the City to have successful cost-effective special events that enrich 
and enliven the community and provide opportunities for the use of volunteer services 
from the volunteer agencies and organizations where deemed feasible and practical, and 
where cost savings will be achieved that will not negatively impact public health and 
safety. 



MANAGEMENT OF SPECIAL EVENTS 

The Special Events Committee is authorized to carry out the provisions of the special events 
policies and City Codes. In order to assure working representation from all appropriate segments 
of the City government and to provide effective deliberation of all impacting events, the Special 
Events Committee consists of members from various City departments that support and regulate 
special events. 

Special Events Committee Members - Agency Representatives 
One representative each from the RPCA Senior Management Group (Chair), RPCA Special 
Events Office, RPCA Park Operations, Police, Fire/Code Administration, FireIEmergency 
Services, Planning and Zoning, T&ES Transportation Division, T&ES Environmental Quality, 
Health Department, Public Schools, DASH, Risk Management, General' Services, Office of 
.Historic Alexandria, and Alexandria Convention and Visitors Association 

The chair of the Committee is designated by the City Manager. The Special Events Committee 
is currently chaired by a staff member of the Department of Recreation, Parks and Cultural 
Activities. The City Manager grants the Committee chair the authority to resolve Committee 
disputes and/or determine whether or not it is necessary to consult the City Manager about 
certain issues before the Committee. The chair ensures that Committee records are maintained, 
meeting times and places are scheduled, and special events permits, if approved, are issued by 
the committee. 

Representatives from the Finance Department and OMB are available as'necessary to advise the 
Committee on budgeting and accounting procedures and policies. 

The Special Events Committee is authorized to: 

1, Interpret and administer City and State policy and code with input as needed from the 
City Attorney; 

2. Represent the City, under the authority of the City Manager, in discussions and in 
maintaining agreements or contracts with the person(s) who represent the special event; 

3 .  Coordinate with City departments and with other government agencies for the provision 
of governmental services for such special events; 

4. Establish the terms and conditions, appropriate fees, time, place, and manner of the 
special event; 

5. Ensure that businesses and residents are notified in advance about events that impact 
them; 

6 .  Approve or deny a special event permit; 
7. Develop an appeal process to the City Manager for an event which is denied a permit; 

and 
8. Make recommendations to the City Council and the City Manager in regard to special 

events policies and practices 



EVENT CLASSIFICATION & COSTS 

Classification of Special Events 

Citv Funded Special Events 
Events that are created, planned, and implemented by City Departments or Agencies. Funding 
for City sponsored events is reviewed annually during the budget process. City staff are 
encouraged to seek event sponsorship by outside entities as well as charging participation fees to 
reduce costs. Departments must cover the expense of another agency if not included in their 
agency budget. Permit fees are to be waived for events falling in this category. Although events 
may continue to be classified as City sponsored, seeking private and corporate sponsorships is 
encouraged. Each event shall be assessed by the Special Event Committee as to its overall 
quality, cost and'community benefits and changes made accordingly. 

. . 

City CO-Funded Special Events 
Events that are created, planned, and implemented by non City Agencies. Support for the co- 
sponsored events:may include in-kind services from City staff based on regular staff hours, 
waiver of some fees, andfor financial support limited to funds approved in City's annual 
budget. Cost recovery expenses are to be paid to City agencies and include staff overtime, 
supplies and materials, and other direct expenses. 

Non-City Funded Special Events 
Events that are created, planned, and implemented by non City Agencies. The City does not 
provide financial support for theses events and expects to be reimbursed for all costs associated 
with the activity including over time expenses, supplies and materials, and permit fees. 

Parades 
Currently there are three parades approved by City Council to be held annually in the Old Town 
area of Alexandria. Each of the parades provides a unique contribution to the City by promoting 
community identity and providing cultural enrichment. 



Cost Sharing 

The Committee re-evaluates each event's financial support status each year, prior to the event's 
next occurrence, in order to determine what category the event should be placed in for cost 
recovery purposes. As appropriate on a case-by-case basis, the. City will transition (see chart 
below) from Model I to Model 11, or from Model I1 to Model I11 

I. City Funded 100% 
11. City Co-Funded 

a. Entity- - Ci 
b. City provides funding or Limited 

1 Who Manages 
I 

Who Pays the City's Cost? 

in-kind contribution to Entity j 

Citv 

111. Non-City Funded Entity 
IV. Parades - 

Other \ 

Outside Entity 
FYI0 
FYl l  

0% 
70% 
50% - 

100% 
30% 

- 5 0% 



APPLICATION PROCESS 

A special events permit must be obtained fiom the City to stage a special event. The following 
procedures apply: 

1. Application Submittal: 
1 .l. A notice of intent shall be submitted to the City Special Events Committee by the special 

event applicantlsponsor/co-sponsor. Applications not completed in full will not be 
processed and will be returned to applicant. The notice of intent shall be filed at least 
180 days for new events or change of venue but not less than ninety (90) days for 
reoccurring events prior to the date of the proposed event to allow adequate review time. 
In special and unusual circumstances, the City Manager may waive the above time 
frames. First time events are encouraged to list several options for location, route, date, 
time and a site. map with the City special events application. . 

2. Committee Review 
2.1. The Committee shall review the notice of intent and determine if the event can be 

accommodated. The Committee shall meet with the applicantlsponsor to review the 
completed package of information on the proposed event, including a tentative site plan 
and activities involved with the event. 

2.2. If the event is new or changes from past venue, or date changes, a notice may be 
required to affected businesses/residents (to be determined on a case-by-case basis by 
the Committee) along with a request for written comment for a period of sixty days (60) 
prior to the event. The Committee shall meet with the applicant to discuss comments 
received and possible conditions and fees. 

3. Additional Permits 
3.1. After meeting on possible conditions/fees the applicant shall apply for the formal special 

event permits if wishing to proceed with the event; i.e. health, noise, street, park, ABC, 
school use, facility use, Fire Code and Fire Emergency Management Services. 

4. Committee Approval 
4.1. The Committee shall make a decision on the application and set any conditions and fees, 

in accordance with policy with the understanding that all Department specific permit 
requirements shall be met by the applicant thirty (30) days prior to the event date. 

4.2. Any changes to the approved plans, including but not limited to the event: date(s), 
time(s), and locatiodroute, must be approved by all Committee members. Request for 
changes shall be submitted to the Committee for review and comments no less than 
thirty (30) days prior to the event. 

4.3. Once the applicant meets all requirements and has shown proof of permits, the 
Committee will issue a Special Event Permit. 



Late Applications 

Any application received after the deadlines established is a late application. The City Manager 
or designee shall not accept late applications unless he or she finds that: 

1. The proposed special event is in response to an occurrence whose timing did not 
reasonably allow the applicant to file a timely application; or 

2. The imposition of the time limitations would place an unreasonable restriction on the free 
speech rights of the applicant. 

If the City Manager or designee finds both of the above conditions to exist, he or she shall accept 
the application and process, unless it does not meet the criteria set forth in the application 
process permit process section, or there is insufficient time for the City to make the necessary 
preparations for permit filings, staff availability or other public safety matters prior to the 
proposed date of the special event. . . 



APPROVAL 

Requirements to Obtain Aparoval 
In deciding whether to approve, approve with conditions, or deny a permit, the Special Events 
Committee shall determine: 

1. The event, as proposed, can be shown to h c t i o n  safely; 

2. The diversion of police and fire resources to support the event will not deny reasonable 
police and fire protection to the City; 

3.  The special event will not cause irreconcilable interference with previously approved 
and/or scheduled construction, maintenance or other activities including any sidewalks, 
streets and parking spaces; 

4. The special. eyent sponsor/applicant provides a transportation rnanagementlparking plan 
for traffic cbntrol~~arking management which may include accommodating transportation 
demand management measures; 

5. The locatiodroute meets the criteria established in the procedures; 

6. All costs for City services associated with the event shall be paid by the event sponsor(s) 
or if approved by City Council, the portion agreed upon will be covered by the City; 

7. The special event sponsorlapplicant provides an Event Management Plan for 
securitylsafety and which may include accommodating security, first aid and sheltering 
measures; 

8. Events in Old Town with anticipated attendance over 500 are limited to no more that one 
such event every other weekend in a calendar year. A weekend is defined as beginning 
Friday, 5 p.m. and continuing through Sunday, 6 p.m; 

9. Events in other areas of the City will be scheduled to not overly burden any one 
neighborhood on a consistent basis; 

10. Events will not be approved to be held in Founders Park; 

1 1. The number of foot races in Old Town is limited to those approve by council. 

12. The event as proposed shall not severely impact the quality of life within the area it is 
being held. 



The Committee shall issue a permit for a special event unless it is determined that one or more of 
the following conditions exist: 

1. The application is incomplete; 

2. The applicant has not tendered the required application fee, deposit, or insurance 
certificate and endorsement, unless such tender has been waived; 

3. The information contained in the application, including supplemental information 
provided if any, is found to be false in any material respect, the purpose of the event is 
contrary to law, andor the applicant has failed to meet the City requirements for a permit; 

4. A prior application for a special event to be held at the same time and place has been 
received or granted; 

5. The special event will unduly interfere with vehicular ingress to, egress from, or travel on 
a road, state designated highway, or major arterial collector street of the City; 

6. The special event will unreasonably interfere with fire or police including 
presenting a substantial traffic or safety hazard; 

7. Event size or durations will require diversion of so great an amount of City safety 
services that providing minimum levels of safety services to other areas of the City will 
be jeopardized; 

8. The security arrangements that have been made are inadequate; 

9. One or more of the applicants or persons whose name is shown on the application was 
also named on an application for a special event in the City of Alexandria that resulted in 
a violation within the twelve months preceding the current application; 

10. If the special event is proposed to be held on public property, the proposed special event 
would conflict with a previously scheduled and planned event or activity organized by 
the City of Alexandria for the same time and place as the proposed special event; 

11. The applicant or the organization on whose behalf the application is submitted has, on 
prior occasions, damaged City property and has not paid in full for such damages, or has 
other outstanding and unpaid debts to the City of Alexandria; 

12. The applicant is legally incompetent to contract or to sue and be sued; and 

13. The applicant fails or refuses to comply with any permitting requirement or conditions of 
approval. 

The applicant shall be notified in writing of the action by the Committee with respect to the 
application as early as possible but no less than thirty (30) after receipt of the completed special 
events permit application. 



Conditions Authorized and Additional Permits 

The Committee may include in a special event permit, among other provisions, reasonable terms 
or conditions as to the time, place and manner of the event; compliance with health and sanitary 
regulations, emergency services, and security. Additional permits may be required to meet the 
conditions established by the special event permit, andlor other FederaVStateICityl codes. 

In order to accommodate other concurrent events, the rights of abutting owners and the needs of 
the public to use parks, public property, or streets and rights of way, the conditions may include, 
but not be limited to, reasonable adjustments in the date, time, route or location of the proposed 
event; accommodations of pedestrian or vehicular traffic using the street; and limitations on the 
duration of the event. 

Revocation of Permit 

If the special event is to be held on public property, the City Manager or designee may revoke 
the special event permit at any time he or she determines that as a result of inclement weather, 

- . conduct of the special event would unreasonably damage the public property for which it is . . 

proposed and if he or she determines that any provision of any condition of the permit has not 
been met or is being violated. A decision by the City Manager or designee to revoke a permit is 
final. 

Appeals 

An applicant may appeal the denial of an application or permit conditions made by the 
Committee to the City Manager within thirty (30) days of receiving the notice. The City 
Manager or designee shall act upon said appeal promptly, but in no event later than the date and 
time of the proposed special event. If the decision to deny the special event permit was made by 
the City Manager or designee, that decision shall be final. 



SPECIAL EVENTS FUNDING 

Citv Financial Support of Events 

Special events that are funded financially by the City, as determined by City Council, must meet 
the following criteria. 

Provide a financial statement with a letter of request addressed to the City Manager or designee 
180 days prior to the event date. Submit a program proposal with a budget showing the full event 
expense that the applicant/sponsor anticipates incurring. 

1. Provide a financial statement following the event that shows full details of all incurred 
expenses by the sponsor for the event and, all revenue collected for the event, including 
but not limited to revenue collected prior to the event and during the event. 

2. Provide a detailed business plan that outlines how the event will become self- 
sustaining and ensure that the event will not require City funding following the third 
year of City funding. 

3. Other determinations: 
3.1. City funded events with non-profit approved tax status - the City shall provide 

limited City services and support, for only one event per organization per calendar 
year. This includes City labor and/or use of the equipment to assist community 
based non-profits as evidenced of by articles of incorporation tax status of 50l(c). 
Proceeds from event shall be designated to support other community based 
organizations within the City of Alexandria. 

Note: Non Profit permits are issued to non-profit organizations with the tax exempt status under 
IRS Tax Code, Section 501 (c). To qualify for reduced permit fees or no assessment, applicant 
must submit: 

1. A current copy of your state and or federal tax certificate, the applicant submits; 
2. Written proof of tax exempt status fiom the United States Internal Revenue Service; 
3. Written permission of the property owner when the applicant does not own the property 

where the event is to take place; and 
4. Written permission fiom the church or school allowing the organization to hold the 

event on property. 

S~onsorship of City Funded Events 

Guidelines for Acceptable Sponsorships of City Events 
Sponsorship shall be businesses, non-profits groups, or individuals that promote mutually 
'beneficial relationships for the City of ~ l e x i d r i i .  All potential sponsored properties (facilities, 
events or programs) should be reviewed in terms of creating positive working relationships with 
regard to benefit, community contributions, knowledge, and political sensitivity. All sponsored 
properties should promote the mission and goals of the City of Alexandria. 



Sponsorship also promotes a positive awareness of the organization with customers, potential 
customers and the community while meeting agency goals. The contributions may be financial 
or "in-kind" services. The expected benefit may be tangible, as in a direct financial gain, or 
intangible, as in increased visibility or communication of the sponsor's services. 

Sponsorship Selection Criteria 

1. Relationship ofSponsorship to Mission and Goals: The first major criterion shall be 
the appropriate relationship of a sponsorship to the City of Alexandria Mission and 
Goals. While objective analysis is ideal, the appropriateness of a relationship may 
sometimes be subjective. This policy address this necessity by including Approval 
Levels from various levels of City management staff to help assist with decision 
involving larger amounts and benefits for sponsorship. 

2. Sponsorship.that . . will NOT be considered are those which: 

2.1. Promote environmental, work, or other practices that, took place in the City, that 
.violate,City, U.S. or state laws (i.e. dumping of hazardous waste, environmental 
'health, exploitation of child labor, illegal immigrants). 

2.2. Promote drugs, alcohol, or tobacco that constitutes violations of law. 

2.3. Duplication or mimic the identity and or programs of the City of Alexandria. 

2.4. Exploit participants or staff members of the City of Alexandria. 

2.5. Offer benefits which may violate other accepted policies or City codes and 
ordinances. 

Sponsorship Obligations 
All sponsoring comes with conditions and obligations. Accordingly, sponsoring organizations 
may: 

1. Wish to be a sole or major sponsor. 

2. Request that their logos, slogans or graphic appear on our promotional material. 

3 .  Review our budget, strategic plan or other documents. 

4. Wish to know about current or past sponsors. 

5. Need to approve press releases and other materials. 

6. Request sponsorship agreement. 

7. Request miscellaneous information. 



SPECIAL EVENT FEES 

Estimated Special Event Citv Costs 

Police 
Firekode 
T&ES 
RPCA 
General Services 
HealtWCode 
School 
Other City Dept. 

$60.. . per hr per staff 
$65.. . per hr per staff 
$50 ... perhr per staff 
$47.. . per hr per staff 
$49.. . per hr per staff 
To be determined upon review of events application 
To be determined upon review of school application 
To be determined upon review of events application 

The fees above shall be increased or decreased effective January 1st of each y g r  to reflect the 
approved fee compendium by City Council for that fiscal year. Additional fees may include 
actual expenses for required services provided by affected departments. City expenses include 
staff time outside of an employees regular hours which include overtime or part-time hours 
directly related to the event and FICAfSocial Security; equipment and supplies rented for the 
event such as barricades; trash disposal fees; and contracted services directly related to event 
support such as security, cleaning services, etc. Fees associated with permit conditions (i.e. 
electrical, security, fire, etc.) are in addition to the above fee schedule and are the sole 
responsibility of the applicant/sponsor. There is a $50 nonrefundable special event permit 
application fee to the applicant/sponsor to be paid at the time of the filing of the application. 

Earnest Deposit 

Depending on the type of event, respective fees may vary. All expenses of providing City 
services associated with a special event will require a deposit of 50% of estimated expenses not 
to exceed $40,000 thirty (30) days in advance of the event. The deposit does not include a 
refundable park bond fee that is assessed for potential damages to park grounds. After the event, 
payment for City services must be paid no later then ten (10) days after receipt of the final 
invoice. 

Applicants unable to secure the 50% deposit for estimated City services, or reduction of 
estimated cost for City services shall follow the appeals process set forth in the Special Events 
Policy. 

Appeals findings shall be based upon a determination that at least three of the following are the 
case: 

1. The applicant has sufficient cash flow to cover the total estimated costs of the special 
event, plus any ongoing organizational expenses; 

2. The applicant has a consistent history of paying bills in a timely manner; 
3. The applicant has no liens or fines by any local, state or federal agency; 
4. The applicant has a credit rating of "good" by an established and widely recognized third 

party rating system. 



Notwithstanding any of the provisions stated in this section, should the Committee determine 
that prior special events organized, sponsored or conducted by the applicant have resulted in 
damages to property, unreasonable risks to public safety, or unpaid debts or late payments, the 
Committee may require, prior to approval of the special event permit, that the applicant pay the 
full amount of the estimated cost of City services. 

Fees charged from the fee schedule are refundable (excluding the $50 special event permit 
application fee), if the special event is canceled after the permit is issued, and written notice is 
received by the Committee ten (10) days prior to the date of the event. 

If an applicant is unable to hold or conduct a special event because of inclement weather or due 
to some other cause not within the applicant's control, and the applicant submits a written 
request for the refund of fees to the Committee within ten (10) days after the scheduled event 
date. The Committee may authorize the refund of any fees that are determined to have not been 
incurred by the City in the preparation for the special event 

h i e :  ~ l l  permif fees and ABCpermii fees are nonrefundable. . . 



ADDITIONAL SPECIAL EVENT PERMITS 

Permit Process for S~ecia l  Events 

The permit process begins when a completed Special Events application is submitted to 
RPCNSpecial Events Office, 1 108 Jefferson Street, Alexandria, VA 223 14. Upon receipt of the 
application the Office of Special Events distributes copies of the application to the City Special 
Events Committee for review. During the reviewing process, the applicant will be notified if the 
Committee requests additional information. Delay in providing the requested information may 
delay the Committee's ability to complete the review and issue a Special Events Permit for the 
event. 

Depending on the impact on City services, size and type of event, the applicant may be requested 
to attend a Special Events Committee meeting to clarify questions and concerns. Each applicant 
is provided with a checklist of agencies regarding permits, forms, or licenses needed to receive 
the approved Special Event Permit. The check list with accompanying permits must be returned 
to the RPCNSpecial Events Office at least thirty (30) days prior to the event. There is a $50 
application fee for the Special Event Permit. . . 

Additional Permits 

It is the applicant's responsibility to contact federal, state, or City agencies for other relevant 
permits. For food permits please contact the Alexandria Health Department - Environmental 
Health Services at 703.838.4400 ext 266; for permits for the use of cooking appliances utilizing 
open flames or propane, contact the Fire Marshall (703) 838-4644 ext 1 18. For Street 
ClosureParking Removal permits, contact the Transportation and Environmental Services 
Department at (703) 746-4343. 

Public Health Requirements 

To protect the health of the public, the following policies shall apply to all special events 
held in the City of Alexandria: 

All special events shall provide adequate toilet facilities for the number of participants 
expected. If portable toilets are used, the recommendations of the Portable Sanitation 
Association International shall be followed. However, as required by state health 
regulations, a minimum of one toilet for every 100 participants shall be provided. At 
least 5% of the portable toilets provided shall be handicapped-accessible. Adjacent to 
each toilet shall be a hand washing station providing running water, soap and either paper 
towels or a hand drying device. Waste water from hand washing stations shall be 
disposed of properly. In lieu of hand washing stations, hand sanitizer dispensers may be 
provided. The minimum number of hand washing stations or hand sanitizer dispensers 
shall equal the required number of toilets. 

All events where diaper changing stations are provided shall comply with the 
recommendations contained in CDC's "Guidelines for Establishing and Maintaining a 



Diapering Station in an Emergency Shelter" with the exception that instructions for 
cleaning and sanitizing the diapering station before and after use must be posted, but 
training (9.a.) does not have to be provided to the diaper station users. 
(See: http://emereencv.cdc.~ov/disasters/h~1~icanes/~f/dia~erin~!~uide1ines.pdt~ 

All events where animals are exhibited or are otherwise present as part of the event shall 
comply with the CDC's (and the National Association of State Public Health 
Veterinarians') recommendations contained in the "Compendium of Measures to Prevent 
Disease Associated with Animals in Public Settings, 2007" as revised from time to time. 
(See: httr,://www.cdc.gov/mmwr/preview/mmwrhtml/rr5605a1 .htm) 

All events lasting more than two hours shall make safe drinking water available to the 
public. The water shall be from an approved water supply. If water is transported in 
portable containers or tanks, these containers andlor tanks shall be inspected and 
approved by the .Alexandria Health Department. If bottled water is provided, a 
reasonable fee (not to exceed $1.00) may be changed to the public f i r  each bottle of 
water. 

All events at which food is served shall comply with the requirements of the Food and 
Food Handling code of the City of Alexandria. Applications for peAits for temporary 
food service shall be submitted at least 30 days prior to the event. 

Firelcode Administration 

The policy is still with the Director awaiting approval, but all final revisions have been 
made. 

Street Closures and Other Public Works 

Street closures are processed through a permit process coordinated by the Department of 
Transportation and Environmental, phone: 703.746.4025, Services as follows: 

Permits for parades/processions, foot racesfwalk-a-thons 

Step #1: The event must be approved by the Special Events Committee. Contact the 
Department of Recreation, Parks & Cultural Activities at 703.746.4343. 

Step #2: Bring all Special Events Committee approvals to the permit office in City Hall, 
30 1 King Street, Room 41 30. A permit application must be filed, complete with the 
approvals from the Special Events Committee and a certificate of insurance for general 
liability. This approval process must be done at least five (5) business days before the 
event. If the street is to be closed during the event, a petition, signed by all 
residents/businesses within the block must also be submitted. If "NO PARKING signs 
are required, you must make this request separately at the time you apply for the permit. 

Residential block partylstreet closure 



An a~~licat ion,  along with a petition, signed by each property owner or primary 
resident/business in the block, showing their agreement to close the block, and a 
certificate of insurance covering the event in the amount of $1,000,000*, naming the City 
of Alexandria as additional insured must be submitted. 

The application must be submitted a minimum of five (5) business days before the 
scheduled block partylstreet closure. Please be advised that closing of arterial and 
collector streets is NOT permitted. There shall be no intersecting streets within the block 
where the party is to be held, or no more than one "T" intersecting street, alley or right- 
of-way. During the event, access into or out of the block will be available only to 
emergency vehicles. All activitv granted bv this permit must be contained entirely within 
the closed block. 

Please note: The applicant is responsible for obtaining and placing the barricades. An 
Alexandria Police Officer, or a Transportation & Environmental Services Departmental 
Inspector, wiil inspect the barricade placement one hour prior to the event. 1fthe 
barricades are not properly in place at that time, the permit may be revoked and the block 
may not be closed. 

The request for NO PARKING is not ~arofththe request for streetiblockclosures. If NO 
PARKING signs are required, you must make this recluest separately at the time when 
you apdv for the streetlblock closure permit. 

Waiver Provision - A waiver of the insurance requirement will be granted only if 
alcohol will not be present. The applicant will be required to sign an 
acknowledgment of this requirement. If alcohol will be present. a CODY of the 
ABC permit will be required before the street closure permit can beissued. 



The applicant shall indemnify and hold harmless the City of Alexandria, its officers, agents, 
employees and volunteers from any and all claims, causes of action, penalties, losses, expenses 
(including reasonable attorneys' fee) and any other liability for injuries or damages to persons or 
property resulting from the special event which caused by the omissions or authorized acts of the 
applicant officers, agents or employees. 

If the City incurs any costs as a result if the applicant's failure to comply with any provisions, or 
if City property is destroyed or damaged by reason of a special event, the applicant shall 
reimburse the City for its actual costs, including the actual replacement or repair cost of the 
destroyed property. The City may retain any deposit or portion thereof as full or partial 
reimbursement for any such damage. 

Insurance Requirements . 

If a special event involves one or more of the following conditions, the applicant must obtain 
general liability insurance in the amount of one million dollars for the duration of the event, 
which names the City of Alexandria, its officers, agents and employee or volunteers as additional 
insured: 

1. Closure of a major arterial or collector City street, as defined in the general site plan; 
2. An anticipated attendance at the special event of 500 or more people; 
3. A street closure anticipated to have a major effect on the flow of traffic in the area; i. e. 

closure of two or more intersections and rerouting of transit services or other public 
transportation. 

4. No applicant shall be required to comply with the insurance requirement of this section if 
the activity proposed for the special event is protected by the First Amendment to the 
United States Constitution and the applicant produces evidence that complying with the 
insurance provision is impossible or so financially burdensome that it would preclude the 
proposed special event from occurring. 

The amount of insurance required shall not be based on the existence or content of any 
expression involved in the event, or on the expected reaction of observers. 

If insurance is required pursuant to this section, a certificate of insurance and an endorsement 
naming the City of Alexandria as an additional insured shall be provided to the City, and must be 
approved as to form and sufficiency by the City, no later than thirty (30) days prior to the event. 
If the applicant is unable to obtain insurance or does not provide the City with the certificate of 
insurance or endorsement, the City Manager may obtain such insurance on behalf of the permit 
applicant and charge the permit applicant for the cost. 



POST EVENT EVALUATION 

A post event evaluation shall be conducted by the Special Events Committee. The evaluation 
may include information from affected residentstbusinesses complaints received by the City and 
a meeting with the applicant/sponsor. The post event evaluation includes, but is not limited to: 

I .  Completion of an After Action Report and Program Evaluation Form 

2. Coordination of a final evaluation meeting for all interested parties 

3.  If applicable, review of feedback surveys distributed at the event. 

4. Review of possible complaints from members of the communitylevent pdrticipants. 

5. Review of event budget, and compare actual expenses with estimated budget. 

6. Meet with facilitylpaddproperty managers to ensure that nothing was damaged or stolen 
at the event site. 

7. Reconciliation of event expenses ensuring that the City has received 
paymentlreimbursement for services provided. In the case of City events, ensuring that 
vendors have received payment. 



DEFINITIONS 

The following definitions shall be defined as; to all definitions highlighted words and phrases. 

"Annual Event" an event recurring each year at approximately the same date and which has 
previously complied with permit requirements. 

"Applicant" the authorized agent of the sponsor who completes the application and acts as 
primary contact for the special event. 

"City Funded Event" an event for which the City engages full financial responsibility. 

"City Co-Funded Event" an event for which the City provides a portion of financial support as 
determined by City Council. . 

"Closed Route" a route ?long or across a public right-of-way on which nonemergency vehicle 
traffic is not permitted to proceed for the entire duration of a special event. 

"Event Management Plan" a plan developed by the applicanttsponsor to identify and mitigate 
potential health and public safety impacts and proposed solutions associated with the event. 
(Includes security plan, shelter plan, first aid plan etc). 

"Event Participants" a perso,n in attendance at an event, including spectators, vendors, event 
staff, City staff, and all otliers present for the purpose of the event. 

"Farmers Market" an organized group that the City at a costjfee use of designated open ( I .e. 
market square plaza and or parking lots for the purpose to sale merchandise, food items and 
various approved items. 

"Notice of Intent" a notice to stage a special event submitted by an applicant which informs the 
City of a proposed event. 

"Parade" any organized group marching or in procession, whether on foot, animal, or vehicle. 

"Procedure" a procedure adopted by the Special Events Committee, to implement policy or 
code, or to carry out other responsibilities as may be required by the special event permit 
approval or by other codes, ordinances, or resolutions of the City or other agencies. 

"Race/RunW an organized event upon a public street, sidewalk, or trail in which 10 or more 
persons participate by walking, running, riding a bicycle, or operating a wheelchair 

"Right-of-way Use Permit" a permit issued pursuant to the Right-of-way Use Codes (Section 
5-2- 41-51). 



"Rolling Closure Route" a street, sidewalk, trail, walkway, or other right-of-way closure to 
accommodate an event, where as the event passes, the right-of-way is reopened for use by the 
general public. 

"Special Event" a short term activity on public property that, due to the anticipated amount of 
attendees or the nature of the event characterized by: 
Requires City services to ensure compliance with Federal, state, or local laws; 
Involves use of City owned or managed property such as public streets, sidewalks, parking lots, 
alleys, parks or any other City ownedfmanaged open space 
Involves closure or partial closure of any public right-of way, or requires traffic control 
procedures necessitating the involvement of the City of Alexandria police department or services 
from the Transportation Environmental Services Department persomel; 
Impair emergency vehicles access or requires the attendance of Emergency Management 
Services personnel. 

"Sponsor" the person or group with management and fiscal responsibility for the special event to 
be held that promotes itself and its products or services in association with the property. 

"Sponsorship" the relationship between a sponsor and an event, in which the spon.sor pays a 
cash or in-kind fee in return for access to commercial potential associated with the an event. The 
general aim of sponsorship is to raise the profile of the sponsoring organization, to sell more 
products or services and to reach particular target audiences. 

"Transportation Managementparking Plan" a plan developed by the applicant/sponsor to 
identify and mitigate trafficlparking impacts, conditions, and proposed solutions associated with 
a special event (includes transportation demand management measures). 



SUMMARY OF SPECIAL EVENTS COSTS 
From FY 2007 through FY 2010 




