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 Designated Events 

 The City Council through Resolution 936 and Resolution 945 reestablished the City’s 
 Tourism Committee and designated the following four Signature Events: 

 ●  Lights on the Lake (LOTL)
 ●  John Brown Jamboree (2.0)
 ●  Freedom Festival
 ●  Border War BBQ Contest

 In designating these events the City Council further clarified that the makeup of the 
 Tourism Committee would consist of the following membership: 

 “……..at least one representative from each of the Signature Events. Each member 
 shall be a resident, property owner, business owner/operator in the 66064 zip code. The 
 Committee’s membership shall also include three ex-officio members: one 
 Councilmember, who shall be appointed as a liaison, the City Manager, or his or her 
 designee, and the Executive Director of the Osawatomie Chamber of Commerce.” 

 Additionally, 

 Each Committee member shall be appointed to a term of two years; provided that of 
 those first  appointed to the Committee, four shall have a term expiring at the end of 
 2023 and three shall have  a term expiring at the end of 2024.  Following initial 
 appointment, members shall serve a term of  two years beginning on January 1 of the 
 appointed year. 

 You can find copies of these Resolutions starting on Page 25. 

 Non-Designated Events 

 The City Council established the procedure by which the City will manage, approve and 
 support non-designated events. Non-designated events will be provided the following 
 checklist for them to follow 
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 Step  Designated Department  Designate Position Responsible for Approvals 

 1.  Written Summary
 provided to the
 City.

 Administration  City Manager or his/her designee. 

 2.  Application  Administration  City Manager or his/her designee. 

 3.  Application
 Approval

 Directed by 
 Administration 

 City Clerk, Public Works Director, Police Chief and other 
 affected departments 

 4.  Certificate of
 Insurance

 Administration  Filed with the City Clerk and is the finalizing document for 
 non-designated City events. 

 5.  Day of Event
 Contacts and
 Calendar
 (provided 30 days
 previous to the
 event)

 Administration  Distributed to Departments. 

 6.  Day of Event
 Review (to be
 conducted not
 less than 14-days
 of the event)

 Administration  Review scheduled and held with the City Manager (or 
 designee), City Clerk, Public Works Director, Police Chief 
 and other affected departments. 

 7.  Review of Event
 (Survey and
 written 1-page
 report)

 Administration  Review of event “signed-off” by the City Manager (or 
 designee), City Clerk, Public Works Director, Police Chief 
 and other affected departments. 
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 Direction and Management of Events (Designated Officials) 

 The City Council through Resolution 1073 established the procedure by which the City 
 will direct, manage and support Signature Events. The following table outlines 
 responsibilities and Signature Event management and direction. 

 Signature Event Designated Official(SED)  On an annual basis (at the first 
 meeting in January) the City Council 
 will appoint the designated official for 
 each of the Signature Events. 

 Signature Event Operating Budgets  JBJ and LOTL will have their 
 entertainment budgets presented to 
 the Tourism Committee and City 
 Council by the first meeting in 
 September.  The 4 Signature Events 
 will have their overall budgets 
 developed and approved by 
 December of each year. 

 Originating Budget (Annual Appropriation)  Annually the City will designate 
 monies for Signature 

 Day of Event Calendar  The SEDO will create a Day of Event 
 Calendar provided to the City 90 
 days preceding the event and 
 updated at 60- 30-days prior to the 
 event 

 Day of Event – All responsibilities are 
 vested with the SEDO 

 During the Day of Event all direction 
 and management is turned over to 
 the SEDO. 

 Final Report and Survey  A final report and survey is to be 
 completed within 30 days of 
 post-event. 

 Signature Event Designated Official Responsibilities: 

 Signature Event Designated Official (SEDO) will be responsible for organizing, 
 promoting, and managing the event. They will be indemnified by the City and will have 
 responsibility for administering the event within the budget, financial and personnel 
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 policies of the City. The City will provide the necessary forms, applications and written 
 guidance necessary for each event. SEDO must direct all budget and financial inquiries 
 and questions through the City Manager (or his/her designee). Day of Event 
 responsibilities rest with the SEDO – with the City providing the assistance that will be 
 provided in the Day of Event Calendar. 

 Annual Budget and City Appropriation 

 The City Council through its annual budget process and in communication with the 
 SEDOs will allot a portion of Transient Guest Tax revenues and a General Fund 
 contribution (estimated to be $35,000) to the Signature Events designated by the City 
 Council. The expectation of the City is that through joint efforts of the SEDOs with the 
 assistance of the City additional monies will be raised to sponsor each of the Signature 
 Events.. 

 Given that we are formalizing the budget and administration of events the first several 
 years will require flexibility in determining the appropriate level of City to Sponsored 
 support. 

 Additionally, it will be the goal of the City to continue to invest and expand the Signature 
 Events to increase the community’s “pull factor.” 
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 Event Budgets 

 John Brown Jamboree (DEPT 126) 

 Line Item  Line Item Description  Amount 

 700.205  Postage and Shipping 

 700.206  Printing and Advertising 

 700.221  Property & Liability Insurance (Event) 

 700.249  Other Rentals (Tents / Generators / Stage) 

 700.281  Performance Fees and Contracts 

 700.286  Recognition and Prizes 

 700.299  Other Professional Services 

 TOTAL 
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 Event Budgets 

 Lights on the Lake (DEPT 127) 

 Line Item  Line Item Description  Amount 

 700.205  Postage and Shipping 

 700.206  Printing and Advertising 

 700.221  Property & Liability Insurance (Event) 

 700.249  Other Rentals (Tents / Generators / Stage) 

 700.281  Performance Fees and Contracts 

 700.286  Recognition and Prizes 

 700.299  Other Professional Services 

 TOTAL 
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 Event Budgets 

 Freedom Festival (DEPT 128) 

 Line Item  Line Item Description  Amount 

 700.205  Postage and Shipping 

 700.206  Printing and Advertising 

 700.221  Property & Liability Insurance (Event) 

 700.249  Other Rentals (Tents / Generators / Stage) 

 700.281  Performance Fees and Contracts 

 700.286  Recognition and Prizes 

 700.299  Other Professional Services 

 TOTAL 
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 Event Budgets 
 Border War BBQ (DEPT 129) 

 Line Item  Line Item Description  Amount 

 700.205  Postage and Shipping 

 700.206  Printing and Advertising 

 700.221  Property & Liability Insurance (Event) 

 700.249  Other Rentals (Tents / Generators / Stage) 

 700.281  Performance Fees and Contracts 

 700.286  Recognition and Prizes 

 700.299  Other Professional Services 

 TOTAL 
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 Sponsorship Recruitment and Deposits 

 It shall be the responsibility of the Tourism Committee to coordinate and direct the 
 sponsorship of all Signature Events. It’s understood that some sponsors could be more 
 appropriate for certain events. It’s also understood that we can generate more benefit to 
 our signature sponsors by creating cross-promotion between the events. All 
 sponsorship dollars will be deposited in the City’s Tourism Fund, and will be audited on 
 an annual basis. Below is an example of a sponsorship recruitment letter and $ 
 framework that could be considered –  THIS IS ONLY  AN EXAMPLE  : 

 Dear ___________________________________________, 
 The Osawatomie Tourism Committee is thrilled to announce a new season of Signature 
 Events in Osawatomie for 2023. This year includes the return of the John Brown 
 Jamboree in June, Lights on the Lake in July, Freedom Festival in September, and the 
 classic Border War BBQ showdown in October. These four undeniably unique 
 community events are a great opportunity to showcase your support of our hometown, 
 our history, and our traditions. Each event draws hundreds to thousands of attendees 
 from across the state (and even from across the country!), and attendance numbers 
 grow with each new season. Over 100 volunteers contribute thousands of hours of work 
 in the planning, preparation, and execution of these events, and we would love to 
 include you and/or your business as a proud sponsor for the 2023 season. Any donation 
 will be dedicated solely toward the Osawatomie Tourism Committee and the Signature 
 Event Series to help our traditions thrive. Today we humbly ask for your partnership to 
 make the 2023 season our best yet. With sincerest regards, 

 Dr. Jeff Dorsett  Bret Glendening 
 Chairman  Deputy City Manager 
 Osawatomie Tourism Committee  City of Osawatomie 
 tourism@osawatomieks.org  bglendening@osawatomieks.org 

 (913) 755-2146 x101 
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 (Return This Portion w/ Donation) 

 Thank you for your generosity! 
 NEW IN 20xx!  Contribute online through osawatomieks.org/tourism-committee.  No 
 stamp necessary. 

 To remit a check donation (payable to City of Osawatomie), please return this slip and 
 payment to: 

 City of Osawatomie 
 c/o Tourism Committee 
 PO Box 37 
 Osawatomie, KS 66064 

 If you would like to be included in the Signature Event Series promotional materials, 
 donations and media file(s) must be received prior to April 3rd, 2022. If you’d like to be 
 considered for Title Sponsorship (over $5,000), please contact us directly and we would 
 be glad to assist. 

 Name of Business/Sponsor (as you wish it to appear): 
 ________________________________________ 
 Donation Amount: 

 __ $5,000 __ $2,500 __ $2,000 __ $1,500 __ $1,000 
 __ $750 __ $500 __ $250 __ $100 __ Other 
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 The Signature Events 

 I.  John Brown Jamboree (third Thursday-Saturday in June) 
 II.  Lights on the Lake (Saturday before the 4th of July) 

 III.  Freedom Festival (third Saturday and Sunday in September) 
 IV.  Border War BBQ Contest (third Friday and Saturday in October) 

 EVENT TIMELINE  & CHECKLIST 
 (Signature Events - GREEN only) 

 120-365 DAYS PRIOR TO THE EVENT 

 Check to see what other activities are scheduled on the proposed date(s) of your event 
 Prepare event budget 
 Obtain city permit applications 
 Secure funding and Sponsors 
 Post event dates, location and contact information on area websites and event calendars 
 Verify park use and restrictions 
 Rent a stage and arrange for stage lighting and sound equipment 

 90-120 DAYS PRIOR TO THE EVENT 
 File city event permits and pay fees if required 
 Reserve Golf Carts / UTV from city or obtain elsewhere 
 Recruit vendors 
 Recruit volunteers 
 Secure funding and Sponsors 

 60-90 DAYS PRIOR TO THE EVENT 
 Identify streets (areas) to be closed 
 Obtain electrical contractor and file for necessary city permit(s) 
 File for alcohol permit if required (depends on area of City and event) 
 Rent portable restrooms 
 Rent trash and recycling containers 
 Rent tents and file for necessary city permit 
 Rent and secure traffic barricades and equipment 
 Rent and secure tables and chairs 

 30-60 DAYS PRIOR TO THE EVENT 

 Obtain property owner signatures on Street Closure Application (street festivals only) 
 Obtain and file Certificate of Liability Insurance with City 
 Arrange temporary water service for filling tent barrels and for vendors 
 Arrange street sweeping services (street festivals only) 
 Develop a detailed site map 
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 Verify accessibility for persons with disabilities and arrange handicapped parking 
 Develop an emergency plan and submit to the Fire Department for review 
 Locate parking for vendor support vehicles, event staff, volunteers, VIP’s and performers 
 Secure police for event security, crowd control, and traffic control 
 Arrange first aid and emergency medical services with Fire Department 
 Arrange litter/site management 

 Rent dumpsters & Porta-Potties 
 Secure labor/volunteers to perform cleanup 

 30 DAYS PRIOR TO THE EVENT 

 Meet with ALL CITY DEPARTMENTS regarding operations and services 
 Finalize and order event signage if needed 

 15 DAYS PRIOR TO THE EVENT 
 Confirm all city requirements have been met and permits obtained 
 Confirm use of park and street electricity 
 Confirm arrangements and equipment for street closures 
 Confirm arrangements for police (traffic officers, cash control, crowd control and security) 
 Confirm details of temporary water service 
 Confirm installation of electrical equipment 

 Confirm delivery time and drop-off location(s) for: 
 Tents and side walls 
 Tables and chairs 
 Restrooms/hand wash units 
 Ice 
 Beverage’s trailer/booth supplies and product 
 Golf Carts / UTV’s 
 Dumpsters, trash receptacles and liners 
 Vendor waste containers (grease, ash, wastewater containers) 
 Radios and communication equipment 
 Traffic barricades and equipment 
 Confirm arrangements for First Aid and emergency medical services 
 Print event signage 
 Issue parking passes, vehicle passes, and credentials 
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 Day of Event Designated Officials 

 Event Name 

 _____________________________________________ 

 Event Date and Times 

 _____________________________________________ 

 Event Location(s) 

 _____________________________________________ 

 Title  Name  Cell  Email Address 

 Police Chief  Designee 

 Fire Chief  Designee 

 Police Dept. Contact  Designee 

 Fire Dept. Contact  Designee 

 City Offices 
 Contact 

 Designee 

 Public Works Contact  Designee 

 Utilities Contact  Designee 

 Event SEDO  Designee 

 COPY PRINTED AND AVAILABLE ON CITY HALL FRONT DOOR 

 Mike Scanlon, City Manager  mscanlon@osawatomieks.org 
 Bret Glendening, Deputy City Manager  bglendening@osawatomieks.org 

 Sam Moon, Assistant to the City Manager  smoon@osawatomieks.org 
 Kari Bradley, Business Liaison & Chamber Director  kbradley@osawatomieks.org 

 (913) 755-2146 
 tourism@osawatomieks.org 
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 Event Final Report 
 Final Report 

 Should include good, bad, and possible changes.  Anything they 
 may want an opinion or guidance on. 

 Zip code and number of attendees, good/bad/changes, final 
 budget numbers (profit & loss), what was learned, suggestions 

 for growth, The Tourism Committee is encouraged to attend and 
 provide constructive feedback. 
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 Appendix A – Street Closing Procedures 
 Event Planner/Designee must submit a Street Closure 

 Application 90-days prior to the event. 
 The following must be included in the application: 
 1.  Plan  that  indicates  which  streets  are  being  requested  to  be  closed  and  the 

 expected timeline of the street closure. 
 2.  Plan  for  obtaining  (and  quantity)  barricades,  cones,  and  signs  needed  for  street 

 closure. 
 3.  Plan  for  controlling  any  impacted  intersections  and  providing  detours  for  closures 

 that impact more than one city block. 
 4.  Plan for notifying impacted properties. 
 5.  Details for any requested Public Works labor, equipment, or materials. 

 Street  Closure  Applications  will  be  reviewed  by  the  Public  Works  Director  and  Chief  of 
 Police,  or  their  designees,  and  feedback  or  approval  given  within  5  business  days  of 
 receiving  the  complete  application.  Any  requests  for  additional  information  must  be 
 responded  to  within  5  business  days  of  receipt.  A  meeting  to  discuss  logistics  of 
 street closures is required at least 30-days prior to the event. 

 Street Closure Procedures – Staffed 
 The  following  procedure  will  be  used  for  planned  closure  events  utilizing  Public  Works 
 staff and signage. 
 1.  Barricades,  signs,  and  cones  will  be  dropped  off  the  morning  of  the  event  in 

 designated areas along the street closure route. 
 2.  Forty-five  minutes  prior  to  event  start,  if  required,  Public  Works  staff  will  erect 

 detour signage. 
 3.  Thirty  minutes  prior  to  event  start,  Public  Works  Staff  will  be  on-site  to  stage 

 barricades and erect ‘Road Closed’ signage along the street closure route. 
 4.  Fifteen  minutes  prior  to  event  start,  Public  Works  staff  will  erect  barricades  along 

 the street closure route effectively closing the designated section of street. 
 5.  Immediately  prior  to  event  start,  Public  Works  staff  working  with  OPD  will  confirm 

 that all traffic is clear of street closure route. 
 6.  Immediately  following  the  end  of  the  event,  Public  Works  staff  will  remove  all 

 barricades  and  signage  from  the  road  and  re-open  the  street  closure  route  to 
 traffic. 

 7.  If  the  event  takes  place  outside  of  normal  working  hours  for  Public  Works  staff, 
 barricades and signage will be picked up the next working day. 

 Street  Closure  Applications  can  be  denied  at  the  discretion  of  the  Public  Works 
 Director or Chief of Police. 
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 Appendix B – Utility Connection Procedures 

 The  event  coordinator  must  contact  the  Utilities  department,  to  review 
 the  service  requirements  for  the  event,  60  calendar  days  prior  to  the 
 event.  Event  coordinator  must  contact  the  Utilities  department  again 
 10 days prior to the event, to review requirements. 

 Electric:  Event  coordinator  must  supply  in  detail  the  total  electric  load 
 required  for  the  event.  City  staff  will  install  electric  outlets  in  the  form  of 
 spider  boxes  that  contain  20  amp  and  30  amp  120  plugs  in  the  designated 
 places.  City  staff  will  install  the  boxes  the  day  before  the  event  if  and  when 
 it  is  feasible  to  do  so.  If  not,  they  will  be  installed  the  day  of  the  event  and 
 shall  be  picked  up  and  secured  by  event  staff  at  the  end  of  the  event.  City 
 equipment  is  the  responsibility  of  the  Event,  any  damage  or  missing 
 equipment  may  be  charged  to  the  Event.  Utilities  will  provide  up  to  4  spider 
 boxes  and  3  extension  cords.  Any  additional  equipment  will  be  the 
 responsibility  of  the  Event  staff.  Any  new  or  additional  electric  requirements 
 must  be  submitted  at  least  30  days  prior  to  the  event  date.  Reasonable 
 efforts  will  be  made  to  meet  any  additional  electric  needs  dependent  on 
 time, weather, cost and availability. 

 Water:  Water  service  is  limited  in  certain  areas.  Where  water  is  available  it 
 is  frost  free  hydrants.  When  feasible  to  do  so,  hydrants  shall  be  turned  on 
 the  day  before  the  Event.  If  not,  they  will  be  turned  on  the  day  of  the  Event. 
 Any  damage  to  hydrants  caused  by  the  Event  or  its  participants  may  be 
 charged  to  the  Event.  Any  additional  water  needs  must  be  submitted  at 
 least  30  days  prior  to  the  event.  Reasonable  efforts  will  be  made  to  meet 
 any  additional  water  needs  dependent  on  time,  weather,  cost  and 
 availability. 

 Sanitary sewer:  Sanitary sewer is not available for Events. 
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 Appendix C - Intergovernmental Agreements & MOU’s (TBD) 

 City of Osawatomie Event Operating Procedures 
 Page  19 



 Appendix D – Forms, Coverages & Applications 

 Electronic, fillable copies are available. 
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 Electronic, fillable copies are available. 
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 Must show the City of Osawatomie as certificate holder. The city must be named as an additional insured for GL, and 
 Auto. City must receive a waiver of subrogation for Workers’ Compensation (if you have employees). 
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 Appendix E – City of Osawatomie Resolution’s 936, 945, & 1073 
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