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2020 MPSW PARK PROTECTION GUIDELINES  

Merriweather Park at Symphony Woods (MPSW) is owned by Columbia Association Inc. (CA), and              
controlled by the Inner Arbor Trust (Trust) through a phased easement. Both CA and the Trust have                 
ongoing responsibilities for MPSW.  

These guidelines apply to all events held in MPSW in Phase 1 of the Perpetual Easement (see attached                  
site plan). Events in Phases 2, 3 and 4 will be considered on a case -by-case basis, and should such                    
events be permitted in 2020, CA will provide use guidelines for those areas. The purpose of these                 
guidelines is to minimize the impact of events on trees, soil, and turf within MPSW, and to mitigate the                   
environmental impact of events. Event planners must follow these guidelines as they plan their event.               
CA has authorized the Trust to manage MPSW, and event planners should work collaboratively with the                
Trust to meet these guidelines. The Trust and CA are committed to making the park inviting and                 
sustainable for community events and for daily recreational use. The guidelines include the following              
elements. 

1.  Logistics Plan Requirements  

The Logistics Plan includes information that defines the use zones as well as requirements for activities                
within the zones. 

2. Event Procedures  

The Event Procedures document outlines the steps in the event planning process. 

3. Site Plan 

The Site Plan shows site features and the use zones defined below. Event planners may use the site plan                   
as a base for their detailed site map submitted as part of their logistics plan. 
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2020 MPSW PARK PROTECTION GUIDELINES  

Merriweather Park at Symphony Woods (MPSW) is owned by Columbia Association Inc. (CA), and              
controlled by the Inner Arbor Trust (Trust) through a phased easement. Both CA and the Trust have                 
ongoing responsibilities for MPSW.  

These guidelines apply to all events held in MPSW in Phase 1 of the Perpetual Easement (see attached                  
site plan). Events in Phases 2, 3 and 4 will be considered on a case -by-case basis, and should such                    
events be permitted in 2020, CA will provide use guidelines for those areas. The purpose of these                 
guidelines is to minimize the impact of events on trees, soil, and turf within MPSW, and to mitigate the                   
environmental impact of events. Event planners must follow these guidelines as they plan their event.               
CA has authorized the Trust to manage MPSW, and event planners should work collaboratively with the                
Trust to meet these guidelines. The Trust and CA are committed to making the park inviting and                 
sustainable for community events and for daily recreational use. The guidelines include the following              
elements. 

1. 2020 Site Plan 

The Site Plan shows site features and the use zones defined below. Event planners may use the site plan                   
as a base for their detailed site map submitted as part of their logistics plan. 

2.  2020 Logistics Plan Requirements  

The Logistics Plan includes information that defines the use zones as well as requirements for activities                
within the zones. 

3. 2020 Event Procedures Requirements 

The Event Procedures document outlines the steps in the event planning process. 

 

  

 

 
 

1. Site Plan Zones 

The Site Plan provided to event planners shows zones, or use areas, based on surface materials, site                 
conditions, and vulnerability to damage for the guidance of event planners. The sections that follow               
describe the requirements and limitations for each zone.  

A. Hard Surfaces  

Where practicable, temporary structures and vehicular circulation routes should be located on or             
located adjacent to the existing hard surfaces. 

B. Mulch Areas 

Event planners should maximize the use of mulch areas for major circulation routes and for temporary                
structures to reduce pressures on turfgrass areas. Use of mulch areas reduces impact on turfgrass.               
However, care should be taken to avoid tree root compaction, because the use of mulch does not                 
substantially reduce impact on tree roots. 

1.1. Pedestrian Circulation Routes  

Concentrated pedestrian circulation, particularly during wet periods, results in significant soil           
compaction. Ground protection should be used for major pedestrian circulation routes, especially in             
low, poorly drained areas. Information on ground protection specifications is found below.            
Requirements for ground protection may change in accordance with changes in weather and the              
saturation of the ground with water. Event planners should be in frequent communication with              
designated persons at the Trust to make sure that the pedestrian circulation has adequate protection for                
the anticipated conditions. 

1.2. Vehicular Circulation Routes 

Circulation routes intended for vehicles must have approved vehicular ground protection as described in              
2.3 below. This ground protection should be arranged to maximize clearance to trees to the extent                
practical to minimize impacts to tree roots. Maintain a  foot clearance to trees, at minimum.  

These approved turf vehicles may drive on mulch areas without matting: utility vehicles (such as golf                
carts, gators, and others) weighing up to 800 lbs. with smooth tread turf tires (ground pressures less                 
than 4 psi). They may not be driven on turf areas without matting. 

1.3.  Tents and Minor Temporary Structures 

In mulch areas, ground protection in tents is not required. 

In mulch areas, portable restroom facilities will not require ground protection. 

1.4. Temporary Stages 

Stages may be set up in mulch areas in accordance with an approved logistics plan. The stage must be                   
arranged to minimize damage to trees and tree roots. Each screw jack should have a 16”wooden pad                 
(3/4” plywood min.) on two layers of Enkamat 18”x18” ground protection. 

● Tear-down of the stage and structures should begin immediately following the load out of show               
productions, unless conditions due to weather would cause tear-down operations to damage            
the turf.  Please communicate all requests to delay tear-down to the Trust for approval. 

 

 
● All screws, fasteners, zip ties, and similar items must be removed from the entire event area                

structures. It is suggested that an industrial magnet         
ws, fasteners, etc.  

C. Turf Areas  

Turfgrass requires six elements for survival: air, water, food/nutrients, sunshine/light, proper           
temperature and rest. When any of these elements are not provided or removed, the decline and                
possible death of the turfgrass is imminent.  All logistics plans should be designed to protect turfgrass. 

1.5.  Crowd Capacity 

Areas where pedestrian activities are expected to exceed one person per 5 square feet require ground                
protection matting. This typically occurs where circulation is restricted, such as in queuing lines, and in                
front of the stage.  

Damage to turf from temporary performance seating (typically folding chairs) is variable and influenced              
by soil moisture and weather conditions. Accordingly, if rain is predicted or if the ground is saturated                 
with water, ground protection matting must be used under temporary performance seating. Information             
on ground protection specifications is found below. 

1.6. Vehicular Circulation Routes 

Vehicular circulation must be minimized in turf areas. Routes must be located to minimize pressures on                
the turf and trees. Ground protection matting (vehicular) is required on all vehicular circulation routes               
through turf areas, regardless of the weight of such vehicles or the tires on such vehicles. 

1.7. Tents and Minor Temporary Structures 

Ground protection shall be installed beneath tents and extend to the limit of anticipated pedestrian               
concentrations that are in excess of one person per 5 square feet.  

Portable restroom facilities should include ground protection where anticipated pedestrian          
concentrations will exceed the one person per 5 square feet threshold.  

10’x10’ pop-up tents may be allowed without ground protection if it is determined that this will not                 
cause damage (i.e. limited foot traffic to that tent is anticipated). 

1.8. Temporary Stages 

Stages with proper turf protection can be set up in turf areas, if approved by the Trust in the logistics                    
plan. The stage must be arranged so that turf is as protected as possible. Plywood, because of its ability                   
to be modified to the proper size, is allowable for protection of turf from screw jacks or ballasts only.                   
Event planners should anticipate being charged for the expense of some turf replacement with thick cut                
sod where the plywood is used. In addition: 

● Ground protection matting shall be installed beneath the stage if it is 3 feet or more above the                  
ground. 

● All structures must minimize all points that come in contact with the turfgrass. Structures on the                
turf should be on a riser with as few points as possible touching the turf, if the structure is not                    
on protective matting. Each screw jack not on matting must have a 16”wooden pad (3/4”               
plywood min.) on two layers of Enkamat 18”x18”. 

● Tear-down of the stage and structures should begin immediately following the load out of show               
productions, unless conditions due to weather would cause tear-down operations to damage            
the turf.  Please communicate all requests to delay tear-down to the Trust for approval. 

 

 
● All screws, fasteners, zip ties, and similar items must be removed from the entire event area                

structures. It is suggested that an industrial magnet        
crews, fasteners, etc.  

● The Trust and CA will inspect the area for damage in the post-event walkthrough in order to                 
determine the extent of turf that will need to be replaced by sod.  

D. Exclusion Areas 

Certain areas are not suitable for event use. Such areas include environmentally sensitive areas such as                
streams, stream buffers, and steep slopes. These areas are shown on the site plan. 

2. Protection Requirements  

2.1.  Tree Protection 

All temporary structures and vehicular routes should be located a minimum of 15 feet away from the                 
trunks of any trees.  

No permanent attachments to trees will be permitted under any circumstances. If temporary             
attachments are required (including ropes or cabling), all proposed protection methods must be             
specified on the logistics plan. Any weight-bearing ropes, cables or steel cables, or airplane wire must                
be enclosed in rubber hose.  

2.2. Ground Protection (Pedestrian)  

Pedestrian (cavity back) matting or decking products such as Terraplas, Supa Trac Translucent, Clear              
Road, Groundshield, RGT Panel Pedestrian, or Matrax LD are acceptable for pedestrian ground             
protection. These are ADA-compliant, interlocking mats that are quick and easy to fit; allow passage of                
air, light, and water; perform to high public safety standards; and protect turf from concentrated               
pedestrian activities. 

Pedestrian ground protection matting shall follow the guidelines below: 

• Comprised of single-sided high-density translucent polypropylene. Dirty panels are not acceptable,           
as translucence is limited by dirt.  

• Must be interlocking panels that can spread the loads over large areas. 
• Be lightweight—covering must be carried and set place or removed without vehicular assistance.             

On turf hand carts may be used on matting only. 
• Must not result in turf damage during installation or removal.  
• The cavity back must have appropriate clearance above the crown of grass (not compress the turf,                

approximately 1.75” to 2.25”); this depends on the time of year and ground conditions.  
• Cavity back must have holes for air, light, and water to permeate the product.  
• No fabric or other obstructions to turf decking covering holes or blocking light will be allowed below                 

the protective decking.  
• Carpet may be allowed on top of the decking with approval. Such a request should be contained in                  

the logistics plan. 
• Plywood is never an acceptable temporary matting.  

2.3. Ground Protection (Vehicular) 

No vehicles are allowed on turf without ground protection matting. Approved vehicles may drive on               
approved matting to a limited extent.  Matting systems must support the vehicle loading.  

The vehicular circulation routes should be sufficiently wide to ensure that the vehicles are supported at                
all times.  All vehicular circulation routes will have a minimum width of 12 feet. 

 

 
Acceptable Ground Protection (Vehicular): There are conditions that warrant a solid back matting such              

eather. In this case, Matrax HD, ArmorDeck 3, RGT         
ver an acceptable material. 

If requested by the Trust, a vehicle plan shall be submitted as part of the logistics plan. Poor weather                   
and or soil conditions may lead to requirements for additional protective measures.  
 

2.4. Criteria for Vehicles 

The event planner is responsible to ensure that all vehicles remain on designated routes and are                
ALWAYS supported by ground protection for vehicles, except for those vehicles specified in 1.2 above.  
 
The following applies to vehicles operated on ground protection matting: 
 

● A tractor trailer vehicle (10,000 lbs maximum) is permitted to deliver and remove the event               
stage.  

● An articulating forklift/telehandler (10,000 lbs. maximum) with ground pressure less than 7 psi             
and fitted with turf tires may be used.  

● Vehicles for portable restroom installation, service, and removal are permitted. 
● Vehicles may be used for generator installation and removal. 
● Other vehicles may be permitted only as approved on the logistics plan. 

 

 

 

 
 

1. Site Plan Zones 

The Site Plan provided to event planners shows zones, or use areas, based on surface materials, site                 
conditions, and vulnerability to damage for the guidance of event planners. The sections that follow               
describe the requirements and limitations for each zone.  

A. Hard Surfaces  

Where practicable, temporary structures and vehicular circulation routes should be located on or             
located adjacent to the existing hard surfaces. 

B. Mulch Areas 

Event planners should maximize the use of mulch areas for major circulation routes and for temporary                
structures to reduce pressures on turfgrass areas. Use of mulch areas reduces impact on turfgrass.               
However, care should be taken to avoid tree root compaction, because the use of mulch does not                 
substantially reduce impact on tree roots. 

1.1. Pedestrian Circulation Routes  

Concentrated pedestrian circulation, particularly during wet periods, results in significant soil           
compaction. Ground protection should be used for major pedestrian circulation routes, especially in             
low, poorly drained areas. Information on ground protection specifications is found below.            
Requirements for ground protection may change in accordance with changes in weather and the              
saturation of the ground with water. Event planners should be in frequent communication with              
designated persons at the Trust to make sure that the pedestrian circulation has adequate protection for                
the anticipated conditions. 

1.2. Vehicular Circulation Routes 

Circulation routes intended for vehicles must have approved vehicular ground protection as described in              
2.3 below. This ground protection should be arranged to maximize clearance to trees to the extent                
practical to minimize impacts to tree roots. Maintain a  foot clearance to trees, at minimum.  

These approved turf vehicles may drive on mulch areas without matting: utility vehicles (such as golf                
carts, gators, and others) weighing up to 800 lbs. with smooth tread turf tires (ground pressures less                 
than 4 psi). They may not be driven on turf areas without matting. 

1.3.  Tents and Minor Temporary Structures 

In mulch areas, ground protection in tents is not required. 

In mulch areas, portable restroom facilities will not require ground protection. 

1.4. Temporary Stages 

Stages may be set up in mulch areas in accordance with an approved logistics plan. The stage must be                   
arranged to minimize damage to trees and tree roots. Each screw jack should have a 16”wooden pad                 
(3/4” plywood min.) on two layers of Enkamat 18”x18” ground protection. 

● Tear-down of the stage and structures should begin immediately following the load out of show               
productions, unless conditions due to weather would cause tear-down operations to damage            
the turf.  Please communicate all requests to delay tear-down to the Trust for approval. 
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● All screws, fasteners, zip ties, and similar items must be removed from the entire event area                

after the tear-down of the stage and other structures. It is suggested that an industrial magnet                
be used over the entire area to recover screws, fasteners, etc.  

C. Turf Areas  

Turfgrass requires six elements for survival: air, water, food/nutrients, sunshine/light, proper           
temperature and rest. When any of these elements are not provided or removed, the decline and                
possible death of the turfgrass is imminent.  All logistics plans should be designed to protect turfgrass. 

1.5.  Crowd Capacity 

Areas where pedestrian activities are expected to exceed one person per 5 square feet require ground                
protection matting. This typically occurs where circulation is restricted, such as in queuing lines, and in                
front of the stage.  

Damage to turf from temporary performance seating (typically folding chairs) is variable and influenced              
by soil moisture and weather conditions. Accordingly, if rain is predicted or if the ground is saturated                 
with water, ground protection matting must be used under temporary performance seating. Information             
on ground protection specifications is found below. 

1.6. Vehicular Circulation Routes 

Vehicular circulation must be minimized in turf areas. Routes must be located to minimize pressures on                
the turf and trees. Ground protection matting (vehicular) is required on all vehicular circulation routes               
through turf areas, regardless of the weight of such vehicles or the tires on such vehicles. 

1.7. Tents and Minor Temporary Structures 

Ground protection shall be installed beneath tents and extend to the limit of anticipated pedestrian               
concentrations that are in excess of one person per 5 square feet.  

Portable restroom facilities should include ground protection where anticipated pedestrian          
concentrations will exceed the one person per 5 square feet threshold.  

10’x10’ pop-up tents may be allowed without ground protection if it is determined that this will not                 
cause damage (i.e. limited foot traffic to that tent is anticipated). 

1.8. Temporary Stages 

Stages with proper turf protection can be set up in turf areas, if approved by the Trust in the logistics                    
plan. The stage must be arranged so that turf is as protected as possible. Plywood, because of its ability                   
to be modified to the proper size, is allowable for protection of turf from screw jacks or ballasts only.                   
Event planners should anticipate being charged for the expense of some turf replacement with thick cut                
sod where the plywood is used. In addition: 

● Ground protection matting shall be installed beneath the stage if it is 3 feet or more above the                  
ground. 

● All structures must minimize all points that come in contact with the turfgrass. Structures on the                
turf should be on a riser with as few points as possible touching the turf, if the structure is not                    
on protective matting. Each screw jack not on matting must have a 16”wooden pad (3/4”               
plywood min.) on two layers of Enkamat 18”x18”. 

● Tear-down of the stage and structures should begin immediately following the load out of show               
productions, unless conditions due to weather would cause tear-down operations to damage            
the turf.  Please communicate all requests to delay tear-down to the Trust for approval. 



 
● All screws, fasteners, zip ties, and similar items must be removed from the entire event area                

after the tear-down of the state and other structures. It is suggested that an industrial magnet                
will be used over the entire area to recover screws, fasteners, etc.  

● The Trust and CA will inspect the area for damage in the post-event walkthrough in order to                 
determine the extent of turf that will need to be replaced by sod.  

D. Exclusion Areas 

Certain areas are not suitable for event use. Such areas include environmentally sensitive areas such as                
streams, stream buffers, and steep slopes. These areas are shown on the site plan. 

2. Protection Requirements  

2.1.  Tree Protection 

All temporary structures and vehicular routes should be located a minimum of feet away from the                 
trunks of any trees.  

No permanent attachments to trees will be permitted under any circumstances. If temporary             
attachments are required (including ropes or cabling), all proposed protection methods must be             
specified on the logistics plan. Any weight-bearing ropes, cables or steel cables, or airplane wire must                
be enclosed in rubber hose.  

2.2. Ground Protection (Pedestrian)  

Pedestrian (cavity back) matting or decking products such as Terraplas, Supa Trac Translucent, Clear              
Road, Groundshield, RGT Panel Pedestrian, or Matrax LD are acceptable for pedestrian ground             
protection. These are ADA-compliant, interlocking mats that are quick and easy to fit; allow passage of                
air, light, and water; perform to high public safety standards; and protect turf from concentrated               
pedestrian activities. 

Pedestrian ground protection matting shall follow the guidelines below: 

• Comprised of single-sided high-density translucent polypropylene. Dirty panels are not acceptable,           
as translucence is limited by dirt.  

• Must be interlocking panels that can spread the loads over large areas. 
• Be lightweight—covering must be carried and set in place or removed without vehicular assistance.              

On turf hand carts may be used on matting only. 
• Must not result in turf damage during installation or removal.  
• The cavity back must have appropriate clearance above the crown of grass (not compress the turf,                

approximately 1.75” to 2.25”); this depends on the time of year and ground conditions.  
• Cavity back must have holes for air, light, and water to permeate the product.  
• No fabric or other obstructions to turf decking covering holes or blocking light will be allowed below                 

the protective decking.  
• Carpet may be allowed on top of the decking with approval. Such a request should be contained in                  

the logistics plan. 
• Plywood is never an acceptable temporary matting.  

2.3. Ground Protection (Vehicular) 

No vehicles are allowed on turf without ground protection matting. Approved vehicles may drive on               
approved matting to a limited extent.  Matting systems must support the vehicle loading.  

The vehicular circulation routes should be sufficiently wide to ensure that the vehicles are supported at                
all times.  All vehicular circulation routes will have a minimum width of 12 feet. 
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Acceptable Ground Protection (Vehicular): There are conditions that warrant a solid back matting such              
as vehicle use, some soft soil conditions, or hot weather. In this case, Matrax HD, ArmorDeck 3, RGT                  
Panel Flat back, or equal is acceptable. Plywood is never an acceptable material. 

If requested by the Trust, a vehicle plan shall be submitted as part of the logistics plan. Poor weather                   
and or soil conditions may lead to requirements for additional protective measures.  
 

2.4. Criteria for Vehicles 

The event planner is responsible to ensure that all vehicles remain on designated routes and are                
ALWAYS supported by ground protection for vehicles, except for those vehicles specified in 1.2 above.  
 
The following applies to vehicles operated on ground protection matting: 
 

● A tractor trailer vehicle (10,000 lbs maximum) is permitted to deliver and remove the event               
stage.  

● An articulating forklift/telehandler (10,000 lbs. maximum) with ground pressure less than 7 psi             
and fitted with turf tires may be used.  

● Vehicles for portable restroom installation, service, and removal are permitted. 
● Vehicles may be used for generator installation and removal. 
● Other vehicles may be permitted only as approved on the logistics plan. 

 

 



Merriweather Park at Symphony Woods 

2020 IMA & R&P EVENT PROCEDURES 

 

These procedures apply to events held in Merriweather Park at Symphony Woods (MPSW) by              

It’s My Amphitheater, Inc. (IMA) and Howard County Department of Recreation and Parks             

(R&P). Event planners are subject to additional, separate procedures to satisfy legal and             

governmental requirements, including but not limited to obtaining a concert permit, temporary            

food service permits, and similar. 

 

EVENT PLANNING PROCESS – GENERAL OVERVIEW AND TIMELINE 

45 DAYS PRIOR TO EVENT: Submit a completed Notice of Event 

 

30 DAYS PRIOR TO EVENT: Submit proposed Logistics Plan, including Detailed Site Map,             

description of turf and tree protection, and load-in / load-out schedule for Trust & CA review. 

 

20 DAYS PRIOR TO EVENT: Trust & CA comments on Logistics Plan sent. 

 

15 DAYS PRIOR TO EVENT: Submit revised Logistics Plan if applicable. 

 

5 DAYS PRIOR TO EVENT: Meeting with Trust & CA and approval of all Logistics Plan elements.  

 

Load-in/Set-up Day: Venue walk-through immediately prior to load-in/set-up. Set-up may not           

commence without a signed, approved Logistics Plan. 

 

Immediately following Load-out: Post Event Walk-through 

 

5 Days Following Event Walk-through: Resource Damage Assessment (trees, soil, turf) 

 

20 Days Following Event Notice: Notice given to IMA or R&P regarding cost of damage by                

CA/Trust or estimate for additional work to be completed. 

 

EVENT PLANNING GUIDE 

The following guidelines should be considered in planning events to take place at MPSW. 

1. Submit a completed 2020 NOTICE OF EVENT to Trust (45 days) 

2. Submit the Logistics Plan to Trust (30 days) 

a) DETAILED SITE MAP 

Submit a detailed, to-scale, Site Map that includes the following: 

Temporary Structures (tents, stages, towers) 

Power (generators and power distribution) 
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Merriweather Park at Symphony Woods 

2020 IMA & R&P EVENT PROCEDURES 

 

These procedures apply to events held in Merriweather Park at Symphony Woods (MPSW) by              

It’s My Amphitheater, Inc. (IMA) and Howard County Department of Recreation and Parks             

(R&P). Event planners are subject to additional, separate procedures to satisfy legal and             

governmental requirements, including but not limited to obtaining a concert permit, temporary            

food service permits, and similar. 

 

EVENT PLANNING PROCESS – GENERAL OVERVIEW AND TIMELINE 

45 DAYS PRIOR TO EVENT: Submit a completed Notice of Event 

 

30 DAYS PRIOR TO EVENT: Submit proposed Logistics Plan, including Detailed Site Map,             

description of turf and tree protection, and load-in / load-out schedule for Trust & CA review. 

 

20 DAYS PRIOR TO EVENT: Trust & CA comments on Logistics Plan sent. 

 

15 DAYS PRIOR TO EVENT: Submit revised Logistics Plan if applicable. 

 

5 DAYS PRIOR TO EVENT: Meeting with Trust & CA and approval of all Logistics Plan elements.  

 

Load-in/Set-up Day: Venue walk-through immediately prior to load-in/set-up. Set-up may not           

commence without a signed, approved Logistics Plan. 

 

Immediately following Load-out: Post Event Walk-through 

 

5 Days Following Event Walk-through: Resource Damage Assessment (trees, soil, turf) 

 

20 Days Following Event Notice: Notice given to IMA or R&P regarding cost of damage by                

CA/Trust or estimate for additional work to be completed. 

 

EVENT PLANNING GUIDE 

The following guidelines should be considered in planning events to take place at MPSW. 

1. Submit a completed 2020 NOTICE OF EVENT to Trust (45 days) 

2. Submit the Logistics Plan to Trust (30 days) 

a) DETAILED SITE MAP 

Submit a detailed, to-scale, Site Map that includes the following: 

Temporary Structures (tents, stages, towers) 

Power (generators and power distribution) 

Portable Restrooms 

Fencing and Barricades 

Heavy Equipment (Light Towers, Lifts, etc.) 

Video (Screens/Jumbotrons) 

Audio (Sound Towers and Cable Runs) 

Turf Protection 

Trash (Dumpsters, etc.) 

 

b) CHRYSALIS PLAN 

Statement of what will be hung in Chrysalis 

Drawing of all items other than standard truss that will be hung in Chrysalis and  

statement regarding all safety measures that will be used 

 

c) TRAFFIC MANAGEMENT PLAN 

Vehicular Circulation Routing 

Pedestrian Circulation Routing 

 

d) PARKING PLAN for Trust / CA controlled parking 

Staff and Vendor Parking 

Guest Parking 

Any other applicable parking 

 

e) LOAD IN / LOAD OUT PLAN 

Date and time when set up begins 

Date and time when break down begins 

Date and time when break down ends 

 

Please note: 

Trust must approve all elements of your plan prior to load-in/set-up. Trust will not approve the                

plan unless CA is able to review the plan in a timely manner. 

 

All events must be in compliance with MPSW Park Protection Guidelines. Compliance with 

these guidelines will be monitored throughout all phases of the event by the Trust. 

 

Venue conditions will be documented prior to load-in/set-up, throughout all phases of the 

event, and immediately post-event and load-out. 

 

The event organizer is responsible for any and all costs incurred for venue damage remediation. 



Merriweather Park at Symphony Woods 

2020 IMA & R&P EVENT PROCEDURES 

 

These procedures apply to events held in Merriweather Park at Symphony Woods (MPSW) by              

It’s My Amphitheater, Inc. (IMA) and Howard County Department of Recreation and Parks             

(R&P). Event planners are subject to additional, separate procedures to satisfy legal and             

governmental requirements, including but not limited to obtaining a concert permit, temporary            

food service permits, and similar. 

 

EVENT PLANNING PROCESS – GENERAL OVERVIEW AND TIMELINE 

45 DAYS PRIOR TO EVENT: Submit a completed Notice of Event 

 

30 DAYS PRIOR TO EVENT: Submit proposed Logistics Plan, including Detailed Site Map,             

description of turf and tree protection, and load-in / load-out schedule for Trust & CA review. 

 

20 DAYS PRIOR TO EVENT: Trust & CA comments on Logistics Plan sent. 

 

15 DAYS PRIOR TO EVENT: Submit revised Logistics Plan if applicable. 

 

5 DAYS PRIOR TO EVENT: Meeting with Trust & CA and approval of all Logistics Plan elements.  

 

Load-in/Set-up Day: Venue walk-through immediately prior to load-in/set-up. Set-up may not           

commence without a signed, approved Logistics Plan. 

 

Immediately following Load-out: Post Event Walk-through 

 

5 Days Following Event Walk-through: Resource Damage Assessment (trees, soil, turf) 

 

20 Days Following Event Notice: Notice given to IMA or R&P regarding cost of damage by                

CA/Trust or estimate for additional work to be completed. 

 

EVENT PLANNING GUIDE 

The following guidelines should be considered in planning events to take place at MPSW. 

1. Submit a completed 2020 NOTICE OF EVENT to Trust (45 days) 

2. Submit the Logistics Plan to Trust (30 days) 

a) DETAILED SITE MAP 

Submit a detailed, to-scale, Site Map that includes the following: 

Temporary Structures (tents, stages, towers) 

Power (generators and power distribution) 

Merriweather Park at Symphony Woods 

NOTICE OF EVENT FORM (R&P and IMA) 

 

The purpose of the Notice of Event Form is to allow for planning of oversight staffing and to                  

allow all parties that need to review logistics plans adequate time to assign staff to such review. 

 

General Information: 

1. Event name _______________________ 

2. Date ________________________ 

3. Time (Event hours of operation) __________________ 

4. Load-in date/time - beginning ________ end ________ 

5. Load-out date/time - beginning ________ end ________ 

6. Anticipated attendance _____________ 

 

Applicant Information 

1. Applicant name 

 

2. Event point of contact 

(Also, if different individuals will be in charge of various activities at different 

locations, provide contact information for each individual by function and 

location.) 

Name __________________________ 

Function _________________________ 

Address__________________________ 

Cell Phone _______________________ 

Email ____________________________ 

 

3. Area(s) Requested: 

a. Chrysalis 

b. Woods area 

c.  Both 

 

Please note, the Trust does not provide keys to the Chrysalis, lifts, or bollards for liability and                 

security reasons. Please make sure that your load-in time includes sufficient time for all set up,                

as keys cannot be provided early. 



Merriweather Park at Symphony Woods 
LOGISTICS PLAN FORM 

1. Event name: _____________________________________________________ 

2. Date: ____________________________________________________ 

3. Name, phone number and email of contact person for event operations: 

_________________________________________________________________ 

4. Expected attendance (total):___________________per day _________________ 

5. Expected event schedule  
a. Date  and time setup will begin: ____________________ 
b. Date and time when parts of the Park will not be accessible to the public before 

the event: ____________________ 
c. Date and time clean-up will be finished in the MPSW: ____________________ 
d. Date and time the entire MPSWwill be accessible to the public after the event: 

____________________ 
 

6. Will the Chrysalis be used for the event?    ___________ 
a. If yes, when and how:  ____________________ 
b. Provide completed stage plot and diagram detailing to be attached to the Chrysalis 

other than standard speakers, screens, and lights from a standard truss.  
(diagram provided) 

c. Date and time setup will begin at the Chrysalis: ____________________ 
d. Date and time the Chrysalis will not be accessible to the public before the event:  
e. Date and time clean-up will be finished at the Chrysalis:____________________ 
f. Date and time the Chrysalis will be accessible to the public after the event:  

             ____________________ 
 

7. Will other parts of MPSW be used for the event?  ____________ 
a. If yes, when and how:  ____________________ 
b. Provide diagram of all areas to be used on the Event Base Plan provided.  This 

diagram should include: 
i. Pedestrian circulation routes 

ii. Vehicular circulation routes 
iii. Temporary structures 
iv. Temporary stages 
v. Placement of all protective devices. 

c. State which zones are to be used for the event, and detail the ground protection to 
be used in each zone, including contingencies if rain occurs or the ground is 
saturated 

d. Date and time setup will begin in other parts of MPSW: ____________________ 
e. Date and time MPSW will not be accessible to the public before the event:  
f. Date and time clean-up will be finished in MPSW:____________________ 
g. Date and time MPSW will be accessible to the public after the event:  
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8. Date and Time availability five (5) days before event _________________ 
 

9. Date and Time availability five (5) days after event _________________ 
 

 
 
 

 
Submitted by: ___________________________________ Date:_________________ 

                      Name, Title  

Approved by:  __________________________ Date:_________________ 
 Nina Basu, President / CEO 
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