
DATE OF REQUEST 
 
 

ESTIMATED NUMBER OF 
ATTENDEES ANTICIPATED: 

 
REQUESTOR'S NAME/CONTACT 
INFORMATION (E-MAIL/ 
PHONE#/FAX#) 

 
 

EVENT NAME/PURPOSE (i.e., St. Patrick's/Charity Fund-raiser) 
 
 

DATE(S) OF EVENTS: (multiple day can be on one request) 
 
 

RAIN CONTINGENCY DATE: (Rescheduling due to inclement weather is allowed once within one week from the date of the originally 
scheduled event upon 24-hours written notice to the City without a new request. The time of event operation shall remain the same.) 

 
 
 

LOCATION OF EVENT 
(i.e., Amphitheater area 
of Finlay Park; 1300 and 1400 blocks 
of Main Street between Lady Street 
and Hampton Street) 

 
 
 
 
 

STREET(S) OR PARK AREA TO BE 
CLOSED 
(i.e., 1300 and 1400 blocks of Main 
Street between Lady Street and 
Hampton Street; Amphitheater area of 
Finlay Park; Boyd Plaza) 

 
 
 
 

HOURS FOR STREET(S) OR PARK AREA TO BE CLOSED 
(i.e., 5:00 p.m. - 12:00 a.m.) ALLOW TIME FOR SET UP/CLEAN UP 

 
 

HOURS OF EVENT 
(i.e., 6:00 p.m. - 10:00 p.m.)* 

 

 
HOURS OF SERVICE OF BEER/WINE/LIQUOR BEVERAGES 
(Service should end one-half hour prior to end of event 
(i.e., event is 6-10 p.m., beer/wine service is 6-9:30 p.m.)* 

 

 
    Do you intend to serve liquor in addition to beer and wine?  Yes □   No □ 
 

*DUE TO COVID-19 THERE ARE ADDITIONAL REQUIREMENTS AND PROCEDURES THAT MUST BE IN PLACE TO INSURE PUBLIC SAFETY. PLEASE 
PROVIDE YOUR SAFETY PLAN/PROTOCOL WITH DRAWING DEPICTING CLEANING/SANITIZATION AREAS WITH YOUR SPECIAL EVENT REQUEST 
FORM*   When publicizing the event in the community, the Organizer shall include the statement: “NO CONCEALABLE WEAPONS ALLOWED” to 
ensure the public has prior notice of this restriction. 

 
Requests should be submitted by mail, e-mail or fax at least NINETY (90) days in advance of the event to allow for preparation and review of the Resolution and scheduling on Council's agenda.  Requests should 
be faxed to (803-737-4250), mailed to City Attorney's Office, ATTN:  Special Event Request, POB 667, Columbia, SC 29202 or e-mailed to Jennifer.Hendrix@columbiasc.gov .  A draft Resolution will be prepared and 
forwarded for review to the event organizer, as well as to the City departments for coordination of City services and requirements (i.e., Police, Solid Waste, Parks and Recreation, etc.). Written approval from the 
neighborhood president and adjoining business/ property owners must be provided before requests will be submitted to City Council. The event organizer is responsible for obtaining a permit or license if required by 
the South Carolina Department of Revenue. 

 
*All outdoor musical performances and use of sound-amplifying devices shall end by 10:00 p.m. due to the proximity of events to residential properties. VIP tents or VIP areas for possession and 
consumption of beer and wine beverages within the event area are PRHOHIBITED. 

 
NOTE:  This form should only be used for public events where beer and/or wine and/or liquor are to be sold and consumed on City property (i.e., Main Street Latin Festival, St. Patrick's Festival, Vista 
Lights,, Rocky Shoals Spider Lily Festival, etc.). 

 
This form should not be used to request use of City property for private events (birthday, retirement, anniversary parties, etc.) nor for sidewalk sales or neighborhood block parties.  Requests for private events at City 
parks should be made through the Parks and Recreation Department.  Requests for sidewalk sales which exclude the sale, possession and consumption of alcoholic beverages should be made to the City Manager. 
Requests for street closings for private neighborhood block parties should be made to the Police Department Special Events and Public Safety.  Possession, distribution and consumption of any type of alcoholic 
beverage at neighborhood block parties shall be restricted to private property and is prohibited on sidewalks, streets and parks. 

 
Fire Marshal George N. Adams, Jr.; 803-545-3703; george.adams@columbiasc.gov 
Legal Department – Jennifer L. Hendrix; 803-737-4242; fax 803-737-4250; Jennifer.hendrix@columbiasc.gov - resolution preparation 
Parking Services – Tori Salvant; (803) 545-0287; tori.salvant@columbiasc.gov - meter bagging 
Parks and Recreation - Pearl Osborne; 803-545-3100; pearl.osborne@columbiasc.gov  park reservations 
Police Department Special Events - Sgt. Jennifer L. Jordan; (803) 545-3514; jennifer.jordan@columbiasc.gov - parade permit, police, safety protocol 
Police Department Special Operations - Brenda Murphy; 803-545-3507; brenda.murphy@columbiasc.gov - street closing 

Last revised: 8/18/2022 


	Do you intend to serve liquor in addition to beer and wine Yes: Off
	No: Off
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Check Box14: Off
	Check Box15: Off


