
 

City of Camarillo 
Department of Community Development 

INSTRUCTIONS FOR FILING A  
SPECIAL EVENT PERMIT 

These instructions are to assist applicants in filing a Special Event Permit application. Please read carefully and 
comply with all instructions before submitting an application. If you have any questions, please contact the 
Community Development Department at 805.388.5360. 

STEP 1  CONSULT WITH COMMUNITY DEVELOPMENT STAFF 

Before submitting a Special Event Permit application, the applicant is advised to speak with a planner to discuss 
the proposed activities and determine if any additional information will be required at the time of filing. 

 A special event permit is required for any short-term event taking place outside of a building such as a fair, 
concert, grand opening, walkathon, marathon, and temporary outdoor sales or promotional events. See 
Camarillo Municipal Code Chapter 19.63 for a complete list of special events allowed in each zone. 

 If you are filming, do not use this application. Please use separate Filming Permit Application. 

 The applicant must complete all 4 pages of the Special Event Permit application AND provide ALL required 
checklist items on page 2. Contact Community Development at 805.388.5360 if you have any questions.  

STEP 2  SUBMIT SPECIAL EVENT PERMIT APPLICATION  

The Special Event Permit application must be submitted at least 4 weeks in advance. If the permit requires City 
Council approval, the application must be submitted at least 6 weeks in advance. Events that involve street 
closures or alcoholic beverages on City-owned property require City Council approval. The application shall include 
all of the following information: 

 Property owner’s authorization – If the event will use multiple properties such as for parking and off-site 
banners, property owner’s authorization is required for all properties at time of submittal. Events held on 
city-owned property do not need property owner’s authorization at the time of submittal. Events at 
Camarillo Ranch must provide manager’s approval. 

 Site plan – The application must include an 8 ½” x 11” site plan regardless if this is a repeat event. The site 
plan must show all temporary structures (tents, tables, portable restrooms, stage, booths, generators, etc.). 
A sample is attached. 

 Insurance – All applications must submit a certificate of insurance and endorsement sheet. Insurance shall 
have a minimum commercial general liability coverage of $1,000,000 for each occurrence and $2,000,000 
for general aggregate. Insurance may be purchased through the City for events on City-owned property. A 
sample with minimum requirements is attached.    

 Fee – A fee of $293 must be submitted at the time of filing. If City Council approval is required, the fee is 
$1,671. If the applicant is a non-profit organization, the filing fee is waived, however proof of non-profit 
status must be provided. 

INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED. THE SPECIAL EVENT PERMIT APPLICATION  
MUST BE SUBMITTED IN PERSON. DO NOT E-MAIL THE APPLICATION. 
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ADDITIONAL REQUIREMENTS: 

 For parades and marathons, a Traffic Control Plan and Encroachment Permit application is required. A route 
and water stations/restrooms map is required for marathons. 

 A public safety plan is required for large events where 1,000 or more people are expected to congregate at 
one time. 

 A permit from the Ventura County Environmental Health Department is required for all food and water, 
including bottled water.  

 A license from the Department of Alcoholic Beverage Control is required if alcoholic beverages are served. 
City Council approval is required if alcoholic beverages are served on City-owned property or public streets. 

 If a Police services fee is required, a deposit amount determined by the Traffic Sargent must paid to the City 
of Camarillo no later than 7 days prior to the event. 

 Special Events in Constitution Park are required to submit a refundable clean-up deposit of $250 to the City 
of Camarillo.  

STEP 3   STAFF REVIEW OF SPECIAL EVENT PERMIT 

Staff will review the proposed Special Event application to consider the potential effect of such a use on adjacent 
public and private property, traffic, parking, safety, structural soundness, site orientation and arrangement, noise, 
and hours of operation.  

STEP 4   ISSUE APPROVAL OF SPECIAL EVENT PERMIT 

If the project has been determined acceptable, the Community Development Department will send the approved 
Special Event Permit with a list of conditions of approval. 

STEP 5  APPLICANT MUST SIGN AND RETURN PERMIT AGREEING TO CONDITIONS  

Upon receiving the approved Special Event Permit, the applicant must sign and return the permit to the 
Community Development Department within 3 business days from receiving the permit, agreeing to abide and 
adhere to all conditions attached to the permit.  Failure to do so will be deemed a withdrawal of the application.  

STEP 6   OBTAIN BUSINESS TAX LICENSE 

Immediately upon receipt of the approved Special Event Permit, the applicant, including a charitable or non-profit 
organization is required to contact the Camarillo Business Tax Division at 805.388.5330 and provide the name, 
address, and phone number of all event vendors.  

STEP 7  OBTAIN PERMITS FROM APPLICABLE AGENCIES 

The applicant is responsible for obtaining permits from all other applicable agencies prior to the event, such as 
the Ventura County Environmental Health Department and Department of Alcoholic Beverage Control. 

PHONE DIRECTORY 

Department/Agency Phone 

City Traffic Division (Traffic control plan) 805.388.5346 

City Business Tax Division 805.388.5330 

City Public Works (Encroachment permit) 805.388.5340 

City Administrative Services (Insurance on City-owned property) 805.383.5633 

Camarillo Police Department  805.388.5132 

Ventura County Environmental Health  805.654.2431 

Ventura County Fire Department 805.389.9738 

California Department of Alcoholic Beverage Control 805.289.0100 
 



 

 

City of Camarillo 
Department of Community Development 

Special Event Permit Timeline 

The following is a guide to highlight the important steps in the Special Event Permit process. It is 

recommended that applicants begin the planning process at least six weeks in advance of the event, 

although more time is often necessary for large events. Please read the Instructions for Filing a Special 

Event Permit handout.  

If you have any questions, please contact the Community Development Department at 805.388.5360. 

Milestone Task 

Weeks 
Before 
Event        

 Consult with the Community Development Department and any other 
applicable departments/agencies such as the Ventura County Health 
Department and Department of Alcoholic Beverage Control to discuss the 
proposed activities and requirements. 

Weeks 
Before 
Event 

 Submit the Special Event Permit application to the Community Development 
Department. (Note: If the permit requires City Council approval, the 
application must be submitted at least 6 weeks in advance.) 

 
 Upon receiving the approved Special Event Permit, the applicant must sign 

and return the permit, agreeing to all  conditions to the Community 
Development Department within 3 business days, or the permit is deemed 
withdrawn.  

 Contact the Camarillo Business Tax Division to provide the name, address, and 
phone number of all vendors. 

Week 
Before 
Event 

 Provide Community Development with copy of all agency approvals (i.e.: 
Alcoholic Beverage Control license, Fire Department permit, Health 
Department permit, business license, and encroachment permit). 

 If required, submit deposit to the Community Development Department for 
police services. 

 

 Keep a copy of the Special Event Permit and all department/agency approvals 
at the event site.  

 Ensure that the entire event area, including all parking lots are cleaned up at 
the conclusion of the event. 

Days 
After 
Event 

 Any off-site banners must be removed no later than two days after the event. 

 



 

 

SAMPLE SITE PLAN 

 

                                         Staff Parking           
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PASEO CAMARILLO 

Portable 
Toilets 

10’x10’ 

Tents  

2 Tables 

Handicap 
Parking 

Accessible 
Path 

             

City Hall 

Ingress/ 
egress 

Ingress/ 
egress 

Banner 

Ingress/ 
egress 



City of Camarillo 
Department of Community Development 

601 Carmen Drive  Camarillo  California  93010 

805.388.5360  805.388.5388 fax 

M E M O R A N D U M 
 

 
 

The City requires complete certificates of insurance, which includes both forms listed below: 

 1.  Certificate of Insurance (“Acord 25-S” form) (Please note: The city requires appropriate insurance be 
provided for the day(s) of the event in the following minimum amounts: $2,000,000 General 
Aggregate and $1,000,000 Each Occurrence unless otherwise stated.)  

 2.  Endorsement form (this form actually changes the policy to add the City as additional insured; 
therefore, this is a required document) 

Sample of complete insurance requirement attached 

Insurance providers issue different style forms to address this requirement.  

The wording on the CERTIFICATE of INSURANCE and ENDORSEMENT form should read:  

“Additional Insured: City of Camarillo, its elected and appointed officials, agents, volunteers and 
employees.” 

AND – the Endorsement form needs the following language: 

“PRIMARY INSURANCE:  This insurance is primary and noncontributory as respects to any loss or liability 
arising directly or indirectly from the insured’s operations.” 

These requirements are standard procedures for all certificates of insurance requested by the city.  

  FOR EVENTS ON CITY-OWNED PROPERTY   

In addition to the applicant/permittee providing proper insurance, all vendors (including food vendors, non-
food vendors with sales, and exhibitors) will be required to procure and maintain commercial general liability 
insurance with coverage limit of $2,000,000 General Aggregate and $1,000,000 Each Occurrence. Each vendor 
must provide individual complete certificates of insurance to the Applicant/Permittee. The applicant/permittee 
will be required to provide City with a complete list of each vendor with a statement certifying 
applicant/permittee has received a copy of each vendor’s certificate of insurance (The City does not require a 
copy of each vendor’s COI). Any alcohol garden shall be covered on a separate policy (complete certificate of 
insurance and endorsement form naming the City as additional insured and state such insurance will be deemed 
“primary”) by either the Applicant/Permittee or the vendor. 

llf   (F:\SPEV\0 - TEMPLATES & CONTACTS\INSURANCE stuff\# 2015 Ins Memo CITY) 

N O T I C E 
FOR EVENTS HELD WITHIN CITY LIMITS 

AS AN OPTION ( for City-owned property) 

You may contact the Administrative Services Department (Human Resources Division) at 805.383.5633 for 
information regarding cost and coverage of optional insurance offered by the City’s insurance carrier. Vendors 
that are unable to provide an individual certificate of insurance may be added to the applicant/permittee’s policy 
(if applicant/permittee’s policy has been purchased thru City’s Special Event Insurance Program) at the current 
daily rates. 



ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBEREXCLUDED?

INSR ADDL SUBR
LTR INSR WVD

DATE (MM/DD/YYYY)

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:
PRODUCER
CUSTOMER ID #:

INSURED INSURER A :

INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER
POLICY EFF POLICY EXP

TYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

GENERAL LIABILITY

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Additional Remarks Schedule, if more space is required)

AUTHORIZED REPRESENTATIVE

EACH OCCURRENCE $
DAMAGE TO RENTED

COMMERCIAL GENERAL LIABILITY $PREMISES (Ea occurrence)

CLAIMS-MADE OCCUR MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $

GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMP/OP AGG $

$PRO-
POLICY LOCJECT

COMBINED SINGLE LIMIT
(Ea accident)

$

ANY AUTO
BODILY INJURY (Per person) $

ALL OWNED AUTOS
BODILY INJURY (Per accident) $

SCHEDULED AUTOS PROPERTY DAMAGE
(Per accident)

$
HIRED AUTOS

$NON-OWNED AUTOS

$

OCCUR EACH OCCURRENCE $

CLAIMS-MADE AGGREGATE $

DEDUCTIBLE $

RETENTION $ $
WC STATU- OTH-
TORY LIMITS ER

E.L. EACH ACCIDENT $

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMIT $DESCRIPTION OF OPERATIONS below

INSURER(S) AFFORDING COVERAGE NAIC #

Y / N

N / A
(Mandatory in NH)

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED
BEFORE THE EXPIRATION DATE THEREOF, NOTICE WILL BE
DELIVERED IN ACCORDANCE WITH THE POLICY PROVISIONS.

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

THIS CERTIFICATEIS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATEOF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT: If the certificate holder is an ADDITIONALINSURED, the policy(ies) must be endorsed. If SUBROGATIONIS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the
certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2009 ACORD CORPORATION. All rights reserved.
The ACORD name and logo are registered marks of ACORDACORD 25 (2009/09)

CERTIFICATE OF LIABILITY INSURANCE 06-30-2011

WELLS FARGO INS INC/CS/PHS NSC
715154 P:(866)467-8730 F:(877)538-5295
PO BOX 29611
CHARLOTTE NC 28229

LINDA & SCOTT ANDERSON D/B/A CAMARILLO
KETTLE CORN
3492 CORBY AVE
CAMARILLO CA 93010

(866)467-8730 (877)538-5295

Hartford Casualty Ins Co

A X
X General Liab

X

X 41 SBM VW9851 04/01/2011 04/01/2012

2,000,000
300,000
10,000
2,000,000
4,000,000
4,000,000

A X
X

41 SBM VW9851 04/01/2011 04/01/2012

2,000,000

Those usual to the Insured's Operations.  All operations The City of Camarillo
, its elected and appointed officers, agents, volunteers, and employees. All
operations Camarillo Fiesta Association its agents volunteers. Please See the
Business Liability Coverage Form SS0008 attached to this policy for Additional

CAMARILLO FIESTA ASSOCIATION
CITY OF CAMARILLO
PO BOX 114

BGP
R001

CAMARILLO, CA 93011

Insured provisions

AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONALINSURED, the policy(ies) must be endorsed. If SUBROGATIONIS WAIVED, subject top y j
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to thep y p
certificate holder in lieu of such endorsement(s).

This page is a SAMPLE of the Certificate of Insurance. This is Page 1 of
the 2-page complete insurance documentation required. Please note
information in box above. This is why the Endorsement Form is
Required.

SAMPLE

s

Policy number
must match the
endorsement. 2,000,000

1,000,000

All operations: City of Camarillo, its elected and appointed officials, agents, volunteers, and employees are 
listed as Additional Insured - Pursuant to attached endorsement 

Attn: Laura Fox
Dept of Community Development
City of Camarillo
601 Carmen Drive
Camarillo, CA  93010

X
X

X

SAMPLE



Policy number must match COI

City of Camarillo, its elected and appointed officials, agents, volunteers and employees

PRIMARY INSURANCE: this insurance is primary and noncontributory as respects to any 
loss or liability arising directly or indirectly from the insured's operations.

THE ABOVE WORDING IS A FIRM REQUREMENT TO BE
INCLUDED IN ALL ENDORSEMENTS - PER CITY ATTORNEY.

forms may differ



 

City of Camarillo 
Department of Community Development 

SPECIAL EVENT PERMIT 
Application 
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601 Carmen Drive 
P.O. Box 248 
Camarillo, CA  93011-0248 
Phone: 805.388.5360 ST

A
FF
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SE

 

□ $293 Administrative approval  

□ $1,671 City Council approval  

□ Non-profit exempt 

Deposit  $    

SPEV No.     

HTE No.                   
Received by     

Date Filed     

Case Planner: ________________ 

A
P

P
LI

C
A

N
T 

APPLICANT NAME              

Is applicant a non-profit organization    No   /    Yes (if yes, must provide proof of non-profit status) 

Main Contact Person              

Email                

Address               

City          State     Zip     

Phone (8 am – 5 pm)      Cell      Fax      

Contact name to give to public       Phone number       

Additional Contact Person(s)             

Email (required)              

Phone (8 am – 5 pm)      Cell      Fax      

EV
EN

T 

Description of event: (i.e. grand opening, sidewalk sales, etc.):         

Title / Name of event:              

Purpose of event:              

Location(s) (including address)             

EV
EN

T 
D

A
TE

S Set up date        Time set up starts       

Cleanup date        Time cleanup complete      

Actual event date     Time event starts    Time event ends    

Additional date(s)     Time event starts    Time event ends    

Additional date(s)     Time event starts    Time event ends    

P
R

O
P

ER
TY

 O
W

N
ER

 If the event will use multiple properties, property owner’s authorization is required for all properties at time of 
submittal. Attach additional sheets as needed. 

As legal owner/manager/legal representative of the property, I hereby give my consent and approval of the 
filing of this Special Event Permit application.  

 Property Owner /  Property Manager /  Legal Representative 

Signature          Date       

(Print Name)          Title       

Company / Entity Name             

Email           Phone       
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REQUIRED SUBMITTAL ITEMS. All events must submit the following items. Incomplete applications will not be 
accepted.  Additional materials may be required depending on the nature and location of the request. 

 Completed Special Event Permit application and Supplemental Information 
 Site Plan – 1 copy 8 ½” x 11”  
 Fee (non-profit exempt with proof of non-profit status) 
 Certificate of Insurance and Endorsement Sheet (see insurance sample for requirements) 
 Property Owner’s Authorization 

ADDITIONAL REQUIREMENTS FOR LARGE EVENTS 
 Public Safety Plan approved by the Fire Department (Required for events of 1,000+ people. Contact the 

Fire Department at 805.947.8535 for more information.) 
 Applicable fee or deposit (i.e. police services) 

ADDITIONAL REQUIREMENTS FOR CONSTITUTION PARK 

 Deposit for cleanup (refundable per Section 11.2 of the City of Camarillo Administrative Policies and 
Procedures governing Performing Arts Pavilion/Constitution Park.) 

ADDITIONAL REQUIREMENTS FOR CAMARILLO RANCH  

 Copy of approved Camarillo Ranch application. 

ADDITIONAL REQUIREMENTS FOR PARADE/MARATHON 

 Applicable fee or deposit (i.e. police services) 
 Route map, including location of water stations and portable toilets 
 Traffic Control Plan (Contact the Traffic Division at 805.388.5132 for more information) 

A
P

P
LI

C
A

N
T 

 S
IG

N
A

TU
R

E 

I hereby certify the following: 

 I have read and understand and agree to comply with Sections 10.38.010 through 10.38.030 of the 
Municipal Code (set forth on the following page). 

 I understand that any violation of any part of the Municipal Code could lead to the closing/cancelling of 
the event. 

 I understand that any violation of the conditions of approval could lead to the closing/cancelling of the 
event. 

 I will provide proper insurance (Certificate of Insurance and Endorsement Form). 

I further certify that the information included herein is accurate. 

Applicant Signature         Date       

(Print Name)         Title        

C
IT

Y
 R

EV
IE

W
 

COMMUNITY DEVELOPMENT DEPARTMENT Review: 

 Approved /  Denied 
Staff Comments              

Signature          Date       
                               Assistant Director of Community Development 

Signature          Date       
                                      Director of Community Development 
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General 

Is this a  private event or a  public event (check one) 

If this is a fundraiser, who is the charity? ___________________________________________________________    

Number of people anticipated _____________________Number of staff/volunteers      

Are the following provided: 

 Canopies or tents  Yes  No  How many         Size               Fire Dept. permit may be required 

 Security  Yes  No   By whom?            

 Additional lighting  Yes  No  Describe           

 Music  Yes  No  Describe (amplified, live, etc.)          

 Generator  Yes  No  Location            

 Where will restrooms be provided?        How many     

 Will there be any construction, either temporary or permanent?  Yes  No       

 Electrical work  Yes  No  Describe           

 Animals  Yes  No  Describe            

 First-aid stations   Yes  No   Location            

Vendors / Food 

Will event have vendors / displays / information booths?  Yes  No   How many?      

Type (i.e. crafts, food, etc.)            

Will food be provided?  Yes  No Type           

Describe (pre-packaged, prepared on-site)           

Describe cooking facilities (i.e. open flame, warmer, fryers)          

Will beverages be provided?  Yes  No  Type           

Please note: If any food or beverages are provided (even pre-packaged or bottled water) the applicant must contact 
the County of Ventura Environmental Health at 805.654.2431 for requirements. 

Please note: Vendors are required to possess or apply for a valid City of Camarillo Business Tax Certificate (license) 
no later than ten (10) business days prior to the event or the applicant of the Special Event may apply for a blanket 
special event business tax certificate. The business tax certificate must be kept at the event. Please contact the 
Business Tax Division for any questions (805.388.5330). Vendors include, but are not limited to photographers, 
entertainers, caterers, etc. that may conduct seminars, provide services, sell a product, solicit business, pass out 
flyers, lease equipment, tents, tables, etc.  

Alcohol 

Will alcohol be served?  Yes  No Type          

How will alcohol sales be regulated?           

Please note: If alcohol will be served or sold, a license from the Department of Alcoholic Beverages Control is 
required. The event organizer/applicant must be at least 21 years of age. 

Please note: If alcohol is served on City property or street, City Council approval will be required. 

Parking 

List on-site parking locations              

Number of on-site parking spaces             

List off-site parking locations              

Number of off-site parking spaces             

Please note: Property owner authorization for use of parking lots must be provided at the time of application 
submittal. 
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On-Site Banner 

Will a banner be posted at the event?  Yes  No  Size of banner  

Wording   

Location of on-site banner   

Please note: One (1) banner may be permitted up to 36 sq. ft. on the event site during the time of the event. 

Off-Site Banners (non-profit organizations only) 

Will banners be posted off-site?  Yes  No  Size of banner       _______ 

Wording   

Location of off-site banner #1 

Location of off-site banner #2 

Location of off-site banner #3 

Location of off-site banner #4 

Location of off-site banner #5 

Location of off-site banner #6 

Location of off-site banner #7 

Location of off-site banner #8 

Location of off-site banner #9 

Location of off-site banner #10  

Please note: Up to 10 off-site banners are permitted subject to the regulations in CMC 19.63.45. Proof of property 
owner’s permission including the phone number of the owner/agent is required at the time of application submittal. 

Streets 

Will event use City streets or sidewalks?  Yes  No 

If yes, please list streets  

Will the streets need to be partially closed?  Yes  No  List streets 

Will the streets need to be closed  Yes  No  List streets 

Please note: If the event includes street closure, City Council approval and/or encroachment permit approval is required. 

Run/Walk Events 

Is this a timed event?  Yes  No 

Will Police be required to stop traffic?  Yes  No 

Do groups of participants start at the same time?  Yes  No 

Will the participants walk/run onto City streets?  Yes  No 

Exact time road closure begins:  Exact time road closure ends: 

Describe route and submit map (list each street affected): 

Will there be water/resting stations and trash receptacles?  Yes  No  How many? 

List locations and show on the route map  

Please note: An encroachment permit and traffic control plan may be required to be submitted for approval. Police 
services may also be required. 

F:\HANDOUTS\Applications…\Applications in Word…\Special Event JL (Updated 8/1/16) 


	00 2016 INSURANCE SAMPLE - CITY & SPEV
	INSTRUCTIONS FOR APPLICANTS for SPEV
	Special Event

	Applicant Name: 
	No: Off
	Yes if yes must provide proof of nonprofit status: Off
	Main Contact Person: 
	Email: 
	Address: 
	City: 
	State: 
	Zip: 
	Phone 8 am  5 pm: 
	Cell: 
	Fax: 
	Contact name to give to public: 
	Phone number: 
	Additional Contact Persons: 
	Email required: 
	Phone 8 am  5 pm_2: 
	Cell_2: 
	Fax_2: 
	Description of event ie grand opening sidewalk sales etc: 
	Title  Name of event: 
	Purpose of event: 
	Locations including address: 
	Set up date: 
	Time set up starts: 
	Cleanup date: 
	Time cleanup complete: 
	Actual event date: 
	Time event starts: 
	Time event ends: 
	Additional dates: 
	Time event starts_2: 
	Time event ends_2: 
	Additional dates_2: 
	Time event starts_3: 
	Time event ends_3: 
	Property Owner: Off
	Property Manager: Off
	Legal Representative: Off
	Date: 
	Print Name: 
	Title: 
	Company  Entity Name: 
	Email_2: 
	Phone: 
	Date_2: 
	Print Name_2: 
	Title_2: 
	Is this a: Off
	private event or a: Off
	If this is a fundraiser who is the charity: 
	Number of people anticipated: 
	Number of staffvolunteers: 
	Canopies or tents: Off
	Yes: Off
	No How many: 
	Size: 
	Security: Off
	Yes_2: Off
	No By whom: 
	Additional lighting: Off
	Yes_3: Off
	No Describe: 
	Music: Off
	Yes_4: Off
	No Describe amplified live etc: 
	Generator: Off
	Yes_5: Off
	No Location: 
	Where will restrooms be provided: 
	How many: 
	Will there be any construction either temporary or permanent: Off
	Yes_6: Off
	No_2: 
	Electrical work: Off
	Yes_7: Off
	Yes_8: Off
	No Describe_2: 
	Animals: Off
	No Describe_3: 
	Firstaid stations: Off
	Yes_9: Off
	No Location_2: 
	Will event have vendors  displays  information booths: Off
	Yes_10: Off
	No How many_2: 
	Type ie crafts food etc: 
	Will food be provided: Off
	Yes_11: Off
	No Type: 
	Describe prepackaged prepared onsite: 
	Describe cooking facilities ie open flame warmer fryers: 
	No Type_2: 
	Will beverages be provided: Off
	Yes_12: Off
	Will alcohol be served: Off
	Yes_13: Off
	Type: 
	How will alcohol sales be regulated: 
	List onsite parking locations: 
	Number of onsite parking spaces: 
	List offsite parking locations: 
	Number of offsite parking spaces: 
	Will a banner be posted at the event: Off
	Yes_14: Off
	No Size of banner: 
	Wording: 
	Location of onsite banner: 
	Will banners be posted offsite: Off
	Yes_15: Off
	Wording_2: 
	Location of offsite banner 1: 
	Location of offsite banner 2: 
	Location of offsite banner 3: 
	Location of offsite banner 4: 
	Location of offsite banner 5: 
	Location of offsite banner 6: 
	Location of offsite banner 7: 
	Location of offsite banner 8: 
	Location of offsite banner 9: 
	Location of offsite banner 10: 
	Will event use City streets or sidewalks: Off
	Yes_16: Off
	If yes please list streets 1: 
	If yes please list streets 2: 
	Will the streets need to be partially closed: Off
	Yes_17: Off
	No List streets: 
	undefined: 
	Will the streets need to be closed: Off
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