
City of Franklin
Special Event Permit Application

Application is Due 90 Days Prior to Scheduled Event.
Please read application carefully and fully complete each section.
A non-refundable application fee of $100 is due at time of filing.

 
Note: Filing this application does not guarantee that you request will be granted.
 
Please list all that apply:

Festival/Fair

1. Name/purpose of event: Dickens of a Christmas

2. Location Requested: (if Temporary Street Closure, list major roads to be closed):
1st Avenue to 5th Avenue, 4th Avenue from Bridge Street to to Church Street, 3rd Avenue from bridge street to church street, 2nd
Avenue from Bridge Street to Church Street

3. Date or dates of event: 12/08/2018, 12/09/2018

4. Start/End Times of Event: Saturday 12/8 10am-9pm
and Sunday 12/9 11am-5pm
What date/time will set-up begin? 12/7/2018 4:00 AM
What date/time will tear-down be complete? 12/9/2018 7:00 PM
*Note: Event is responsible for cost of staff required during this time (including Franklin Police Officers). Read Additional
Requirements section for more information).

5. Time of Street Closure (if applicable): Friday 12/7 Close 5am and Close Public Square where stage is going at 5am
Close Main Street and Public Square to traffic at 8pm on 12/7
We would love for "no parking after 5pm" signs to go up the morning of 12/7 if possible

6. An estimated number expected to attend during the course of the event:

7. Name of applicant and Organization Requesting Permit:
Meredith Rowley - Heritage Foundation

e) E-mail address: mmckellar-rowley@williamsonheritage.org

8. DETAILED description of event (use additional sheets):
The Heritage Founndation's 34th Annual Dickens of a Christmas will be a free street festival featuring over 100 dressed up
Victorian characters, carolers, 100+ arts and crafts vendors, dozens of food vendors and three music areas (one stage on square,
2 platforms, 1 at 4th and Main and the other by Landmark Booksellers parking lot). Due to our new staff we are hoping to add new
and exciting things this year. 

OFFICE USE ONLY
Permit No:

____________

Spectators/Attendees: 90,000 Event Staff/Volunteers:150 Total:90,150

a) Address: Po Box 723 
Franklin, TN 37065

b) Phone: 6155122552 c) Cell: d) Fax:
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9. ENCLOSE A DETAILED MAP of event site and/or route, detailing any temporary or permanent structures, street closures,
parking, etc. If applicable, list the location, blocks, streets, and/or intersections in which such event will occur. For large-scale
events, map should be obtained from the Citys GIS division

Please detail any restricted parking areas on the event map.

Event Map: Dickens 17 MAP.pdf

10. Person in charge on day of event: Meredith McKellar Rowley

11. Name and Cell Number of at least two others available on day of event:

12. 

Please attach a list containing the names, addresses, and phone numbers of the Chairperson of the organization and all other
persons involved in the management or control of organization and/or committee.

Administrative Contact List:

13. Where is your organization based? Williamson County

14. Is your organization authorized to do business in Tennessee? Yes

15. Is your organization a tax-exempt organization as described by the Internal Revenue Code Section 501(c)(3) or a not-
for-profit organization? Yes
IRS tax exemption letter: Tax Exempt Certificate.pdf

16. Will you charge an admission fee? No
Average admission fee:

17. Will you charge a vendor particiation fee? Yes
Average vendor participaion fee? 275-2000

18. Total Estimated Revenue from vendors, ticket sales, and sponsorship to event organizer:

19. Will any charity, gratuity, or offers be solicited or accepted during the event? No

20. Is this event a fundraiser? Yes
What organization will be the benefactor of event? The Heritage Foundation of Franklin and Williamson County
What percentage of funds will they receive? 100

21. Will parking in the area of the event need to be restricted or prohibited? Yes

22. Will any sound amplification equipment be used during the event? Yes

23. Applicant must also include a copy of that company’s insurance certificate indicating coverage and listing the City
of Franklin as additional insured.

***For stages, tents, inflatables, etc. constructed on site prior to the event, that date must be included on Certificate of Insurance
provided to the City of Franklin. Stages MUST be removed from site at end of event. ***Rented inflatables/interactives that are

set-up and manned by applicant must be included specifically in applicant’s Certificate of Insurance. 

If you already have your insurance certificate, please upload it now. Otherwise your insurance certificate will need
to be submitted before your event is approved.

Insurance Certificate:

Cell: 615-512-2552 E-mail address: mmckellar-rowley@williamsonheritage.org

Name: Kaylen Carrick Cell: 615-293-7323 E-mail address: kcarrick@williamsonheritage.org
Name: Jo Ellen McDowell Cell: 615-973-1002 E-mail address: jmcdowell@willaimsonheritage.org
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24. What, if any, vendors will be present at event? (i.e. medical related, shirts, arts, etc.) Please provide detailed list. Arts &
Craft vendors, Food Vendors

25. Will food, beverages, or merchandise be sold or given away? Yes
Clean-up of the area is required. Please attach your clean-up and recycling plan, including name of clean-up provider with contact
information for person who will be on on-site during event. See Question #26.
Clean Up Plan and Provider:

26. Events under 200 participants require a $250 refundable security deposit at the time of approval. For events over 200, a $1000
security deposit is required upon approval. If the applicant fails to restore the property to its prior condition, then the applicant shall
be responsible to the City of Franklin for any costs incurred in restoring the property after the event. Surrender of the deposit in no
way relieves the applicant of the responsibility for any costs incurred by the City of Franklin in excess of the deposit. Applicant’s
event coordinator or representative and a City of Franklin representative will conduct a Pre-Event meeting prior to event date for
Pre-Event Check List Site Review. At the end of the event, a Post-Event Check List shall be completed by the Applicant’s event
coordinator, or representative, and a City of Franklin representative to re-assess the site for trash and damage, and to secure
with caution tape and signage (provided by event group) any tents left for removal. Damage deposit will be refunded after a
satisfactory Post Event Check List has been completed and signed off on by both the City of Franklin and organization requesting
event. *NOTE: Events that include deep frying cooking oil operations are required to have a grease pit on-site and contract with a
grease waste hauler to handle the grease waste and removal of the grease pit. A copy of this agreement shall be filed along with
this application. The primary event sponsor is required to remove all cooking grease from the site immediately after the event.
Illegal dumping of cooking grease will be prosecuted. Please read Additional Requirements section of this application for more
information.

27. Will you require a temporary water tap? Yes
If yes, please list exact locations: At the corner of 4th & Main and 3rd Avenue South by City Hall

28. Will alcohol, beer, and/or wine be given away or sold? Yes
If yes, a permit from the relevant board is required. Please read Additional Requirements section of this application for more
information.

29. Will your event include tents or other temporary structures, propane use, or open flames? Yes
Tents 400 sq. ft. or larger (or, if cooking operations are under the tent, 200 sq. ft. or larger) require permitting from Franklin Fire
Department. Safety measures must be provided on all tents, especially those set-up prior to the actual event. Tents should be
taken down the date the event has ended. Please read Additional Requirements section of this application for more
information.

30. Attach Good Neighbor Letter and Mailing List used. Please read Additional Requirements section of this application for
more information.
Good Neighbor Letter: 
Good Nieghbor Letter Mailing List: Mailing List.xlsx

Created with idtPlans Review 
6/22/18 Dickens of a Christmas Page 8 of 13

https://franklin.idtplans.com/secure/utilities/viewer/?vid=1955334
http://www.idtplans.com




Buildings, Structures, & Power Sources
 
If your special event includes any of the following, you may need to obtain a permit from the Building and Neighborhood Services
Department. Please check any that apply.

 

Any site-built platforms (stages) and/or bleachers

Building permits and/or inspections also may be required whenever deemed necessary, due to unique conditions, shoddy construction,
substandard assembly or set-up, unqualified assemblers, lack of maintenance, or dilapidation of equipment, materials or systems.

All Permit applications are subject to permit fees.

If you have any questions about whether you need to apply for a permit from the Building & Neighborhood Services Department, please
call 615-794-7012.

Event Name:Dickens of a Christmas

Signature:
 

FORM C
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Sound Amplification
In accordance with Title 11 Chapter 4 of the Franklin Municipal Code (Offenses Against the Peace and Quiet), amplification of sound
located in or within 100 feet of a residential property line which is plainly audible is prohibited between the hours of 10:00 p.m. and 7:00
a.m. Sunday through Thursday and between the hours of 11:00 p.m. and 7:00 a.m. Friday and Saturday except for special events where a
special permit has been obtained from the City of Franklin authorizing such event. In the event that a special event permit has been
obtained from the City of Franklin, no other amplification of sound will be permitted within the area of the special event except that which
has been applied for and authorized by the city pursuant to the permit application.

Applicant/Organization: Meredith Rowley - Heritage Foundation
Event Name: Dickens of a Christmas
Event Date(s): 12/08/2018, 12/09/2018

1. Time amplification equipment will be used: From: 07:00:00 AM To: 07:00:00 PM

2. Exact locations sound amplification equipment will be used (i.e. stage located on Second Avenue). Provide map/layout if
necessary.:
The platform at 4th and Main Street, The platform at Landmark Booksellers, and the stage in the public square. The closing band
ends 12/9 at 5pm. we will play light Christmas music until the festival ends at 9pm. 
Sound Amplification Map: Dickens17 Map PROOF126.pdf

3. For what purpose will sound amplification be used? Please list all that apply:
Announcements/Speeches
Band/Singers

4. Type of Amplifier:
Fixed

5. 

6. Name and Cell Number of at least two coordinators who will monitor the sound level and respond to complaints and
violations:

Authorized Signature: Meredith Rowley Date: 06/22/2018
 

The City of Franklin’s Municipal Code (Title 11, Chapter 4) allows for exceptions to the City’s noise standards for City authorized or
sponsored events. However, the City retains the right to ask for a change of an event’s location or time in an attempt to decrease the
number of people impacted by event noise. The City may refuse a special event application based on noise complaints by neighboring
businesses and residents. The City therefore encourages event-holders to work with neighbors to alleviate negative impacts wherever
possible. At minimum, you should plan to point speakers away from residences.

 

 

Event Name:Dickens of a Christmas

Signature:
 

FORM D

Number of Amplifiers: 2 Number of Speakers: 6 Number of Performers: 50

Name: Meredith McKellar Rowley Cell: 615-512-2552 E-Mail: mmckellar-
rowley@williamsonheritage.org

Name: Kaylen Carrick Cell: 615-293-7323 E-Mail: kcarrick@williamsonheritage.org
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Dickens 2018 Staff Conditions  Page 1 of 2 11/13/2018 
 

Staff Conditions: 
 
Staff recommends approval of the event application with the following recommendations: 
 

• Applicant will provide a $1,000 refundable damage deposit to City prior to event. 
 
• Applicant will provide a Good Neighbor letter which will be distributed to affected 

neighborhoods. 
 
 

Risk Management: 
o Applicant will provide certificate of insurance naming the City as additional insured. 
o Any accidents or injuries occurring during the event should be reported to City 

representatives immediately. 
 
Streets Department: 

o Department will close the F&M Bank quadrant of the Square and Fourth Avenue (N & S) at 5 
a.m. on Friday, December 7th. 

o Department will place signs “No Parking after 3 p.m.” on Friday, December 7th. 
o Department will set-up closure and provide barricades beginning at 8 p.m. on Friday, 

December 7th.  Closure includes Main Street from First Avenue to Fifth Ave. 
o Applicant or designee will stay present at event until all vendors are gone. 
o Department will provide clean-up crew after the event. 

 
Police Department: 

o Applicant will hire required number of extra-duty Franklin Police Officers to provide security 
and crowd control. 

o Applicant has requested amplification on stages at the following locations for the permitted 
area:   
o Second Ave and Main 
o Fourth Avenue and Main 
o Stage on the Square 

Pursuant to Franklin Municipal Code Section 11-403(3), these are the only locations at which 
amplified sound will be permitted during this event. 

 
Building & Neighborhood Services Department: 

o Electrical permit will be required. 
o No stakes should be placed in ground at City Hall (Third Avenue South) 

 
Sanitation and Environmental Services Department: 

o Department will provide clean-up crew during event. 



Dickens 2018 Staff Conditions  Page 2 of 2 11/13/2018 
 

 
Fire Department: 

o Contact Franklin Fire Department for Tent and event inspections. 
 

Water Management Department: 
o Taps will be placed on hydrants at: 

o Fourth & Main 
o Third Ave. South at Square 

 
 
 
 



Church StChurch St

Bridge StBridge St

E Main StE Main StMain StMain St

1s
t A

ve
 S

1s
t A

ve
 S

4t
h A

ve
 N

4t
h A

ve
 N

4t
h A

ve
 S

4t
h A

ve
 S

5t
h A

ve
 S

5t
h A

ve
 S

AlleyAlley

2n
d A

ve
 N

2n
d A

ve
 N

3r
d 

Av
e S

3r
d 

Av
e S

3r
d 

Av
e N

3r
d 

Av
e N

1s
t A

ve
 N

1s
t A

ve
 N

2n
d A

ve
 S

2n
d A

ve
 S

Emily CtEmily Ct

5t
h A

ve
 N

5t
h A

ve
 N

Fair StFair St

Evan
s S

t

Evan
s S

t

Cummins
 St

Cummins
 St

Columbia A
ve

Columbia A
ve

W Main StW Main St

New Hwy 96 WNew Hwy 96 W

AlleyAlley

AlleyAlley

AlleyAlley

AlleyAlleyAl
ley

Al
ley

DICKENS OF A CHRISTMAS

FRANKLIN DISCLAIMER
This map was created by the City of Franklin's IT

Department and was compiled from the most authentic information
available.  The City is not responsible for any errors or omissions

contained hereon.  All data and materials Copyright © 2018.
All Rights Reserved.
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