

Special Event Permit Application
A Special Event Permit is required if one or more of the following apply to your event: (Check all that apply)
· Anticipate more than 50 People
· Sell any products, goods, or services including food, beverage, or alcohol?
· Use City Roads, Streets, or Pathways
· Have Amplified Sound
· Have Tents (Specify Size)
· Requesting park lights be on outside of park hours
· Requesting an Exemption to any other city codes (Please specify Here what Exceptions are needed)
_________________________________________________________________________________
_________________________________________________________________________________
Permits must be received by the City Office within a minimum of 60 Days prior to event.  The City of West Branch may waive the submission deadline in extreme cases of unforeseen events. 
 
Cost: There is a $20.00 Administrative fee for all Special Event Permits, that must be paid before Council approval is requested.  If a Facility Reservation is required for use during the Special Event and there is a Fee for use of that Facility, this payment must also be paid in full prior to Council Approval.

Please supply the information requested below. Attach additional sheets, if necessary, to provide the required information. In issuing a permit for a special event, the City considers the following items:
1. Will the event cause injury to persons or property, create a disturbance, cause disorderly conduct or encourage or result in violation of the law, or community standards?
2. Will the event interrupt the safe and orderly movement of pedestrians and vehicular traffic in the area?
3. Is the proposed location adequate for the size and nature of the event?
4. Will the event interfere with the intended use of the area?
5. Does the applicant(s) have the ability to execute the event?
6. Does the applicant(s) have the financial ability to obtain the appropriate insurance (if applicable)?
7. Does the event conflict with other scheduled special events in the community?
8. Have approvals by other governing agencies been obtained (if applicable)? 
9. Have all permit requirements been met?

The application review process begins when the City of West Branch has received a completed application. Applications for special events must be approved by all appropriate departments, including but not limited to the West Brach Police Department, Fire Department, Public Works, Public Library, Parks and Recreation, Administration, and the City Council. In the event the application is denied by the City; the applicant may appeal to the West Branch City Council in writing within five (5) days of denial. The decision of the West Branch City Council is final.
 FOR CITY OFFICE USE:	Approved by:___________________	Date Approved: ______________

West Branch Administration 	West Branch Fire Department 	West Branch Police Department  	

West Branch Public Library 	_ West Branch Public Works 	_ West Branch Parks and Recreation  	

Other 	________________________________________________________	

Notes:  	
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Special Event Permit Application

Event Title/Name: 

Event Organization: 								Phone: 


Organization Address:


 City, State, Zip: 
  Event Website:				  



Event Email:

Event Coordinator Name and Title: 
   Event Coordinator Cell #:__________________
Event Coordinator Email: _____________________________________________________________________________________________________________________________________
  Event Coordinator Address: 

  Description of Event:




List Below Requested Location(s) -If the event will be held at Beranek Park, Town Hall, or Lions Field, a reservation will need to be made using the online Facility Reservation system, RecDesk, which is also located on the City of West Branch website.  If there is a request to shut down a street, a traffic control plan including detour route drawing needs to be submitted and requires City Council approval.


	Event set up will begin:
(date, day of the week and time)
	Event will begin:
(date, day of the week, and time)
	Event will end:
(date, day of the week, and time)
	Removal and clean-up will be completed:
(date, day of the week, and time)

	
	
	
	

	
	
	
	





Maximum Number of Attendees During Event: _______	Maximum Number of Vehicles: ______
Will Food Be Sold?   Yes   No		Food License Obtained (if needed)?   Yes    No   N/A
Will Alcohol be Permitted or Sold?   Yes   No	Alcohol License Obtained (if needed)?   Yes    No    N/A
Organizers are responsible for ensuring all vendors have secured the appropriate permits and all laws and regulations are followed during each event.
Has all approval from non-city agencies (such as NPS, Johnson County, Cedar County, WBCSD) been granted?          Please list other agencies involved. 	
Traffic Control Plan (please attach diagram): 
   Public Notification Plan: 




Amplified Sound/Noise Plan:







Site Plan/Race Course Map (please attach diagram):  	


List all items needed from the city for the event (ex. Tables, chairs, cones, barricades, trash cans, traffic control)
(Rental/Deposit fees for these items are listed on page 4 of this application.)
___________________________________________________________________________________________
  ___________________________________________________________________________________________
Security Plan: 

Restoration Plan: 


Trash Management Plan: 
Restroom Plan: 

Signs/Banner Plan:  
	_


Insurance policy: 	_ 

Signature: 	Date:  		

****By signing this form, you agree that the information shared on this application is complete and complies with all City Codes, Laws and Ordinances. The undersigned also agrees by execution of this form to save, defend and hold the City harmless from any and all claims based upon the activities outlined in this application.

Return completed form to: West Branch City Office, PO Box 218 or 110 N. Poplar St., West Branch, IA 52358 or email to cityclerk @westbranchiowa.org







Special Event Item/Service Fee Schedule

Items:			Price:						Number of items requested:

Road Cones		$50.00 for up to 10 (Deposit*)		_________________________			
Barricades		$50.00 for up to 4 (Deposit*)			_________________________
Tents			$20.00 (Deposit*)				_________________________
Snow Fence		$5.00 / roll (Deposit*)				_________________________
Caution Tape		$5.00 / roll					_________________________
Garbage Cans		$25.00 for up to 5 (Deposit*)			_________________________
Garbage Bags		$10.00 for a roll of 10 bags			_________________________
Signs			$10.00 / sign (Deposit *)			_________________________
Tables			$25.00 for up to 5 tables (Deposit*)		_________________________
Chairs			$20.00 for up to 10 chairs (Deposit*)		_________________________
Picnic Tables		$25.00 per table (Deposit*)			_________________________
Stage			$20.00 (Deposit*)				_________________________


Services:
All fees associated with services will be calculated at the discretion of the department requested.

Delivery and Pickup:
For any of the items above, there will be a fee dependent on the number, size, set up and tear down of the items.  This will be calculated at $25.00 / hour and per staff member.  (minimum of 2 hours or $50.00)

Traffic Control/Security:
Fee will be based on event size, content (such as alcohol permitted), and duration.  This will be calculated at the officer’s over time rate per hour and per officer utilized for the event.
**Whether an application requests it or not, police coverage at an event is ultimately at the discretion of the Police Department and/or City Council and will be charged to the applicant. This decision will be shared with the applicant, along with approval/denial and total charge and/or deposits, following the Council meeting where the application is presented to the Council for approval.**

*Deposit items are charged at the discretion of the department director and should be paid for separately from the service, application and purchased item fees.  These funds will be refunded or checks shredded following safe return of all items requested for deposit.*
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