Event Permit Application Instructions/Rules

These instructions are intended to help you complete your event permit application and all
associated forms. Please take the time to read these instructions prior to completing your
application. If you have any questions, please do not hesitate to contact us. All information
must be legible and printed. Please do not use a pencil in completing this application. It is very
important that our organization, as well as others, is able to read the information submitted. We
want to make sure that your event is successful and without problems.

Application must be submitted with the appropriate fee amount 21 days prior to the event date.
Applicable fees may be paid by cash or check. Checks must be payable to the City of
Fayetteville. Application fees are refundable if an event is cancelled or if the event permit is
denied.

There are three (3) permit forms provided for the event permit application. The size and
activities of your event will determine which forms you will need to submit.

e Event Permit Application: This form will need to be submitted for all events that take
place on City property or require City resources (police assistance, parking lots, street
closings, etc.).

e Section Il — Major Event Permit Application: This form will need to accompany the
Event Permit Application if your event involves certain activities such as alcoholic
beverages, street closings, vendor booths, carnival rides, etc.

e Section Il — Request for Noise Ordinance Variance: This form will need to
accompany the two forms listed above and is required if your event may possibly involve
sound levels that may exceed the normal requirements of the City of Fayetteville Noise

Ordinance.

Return event permit applications to: Direct questions and inquiries to:
City of Fayetteville Parking Management Office
Parking Management Division 479-575-8280
113 W. Mountain Street 479-575-8250 (fax)

Fayetteville, AR 72701

Event Permit Application

If at any time the application form does not provide adequate space, provide the additional
information on a separate sheet and write “see attached” on the application form. Please do not
write on the back side of any page of this form. When additional sheets are attached, place the
event name and event date at the top of each additional sheet.

For example: Lights of the Ozarks 11/24/04

Event Name: Enter the name of the event. This name should be the one that you are using to
advertise or promote your event.



Event Producer: Enter the name of the organization, corporation, neighborhood group, etc. that
is producing the event. If the organization, corporation or group contracts with a firm or agency
to produce the event, the event producer is the firm/agency contracted.

Primary Contact: Enter the name of the primary person who is to be contacted regarding the
application or event.

Address, City, State, and Zip: Enter the mailing address information in these blanks of the
primary contact.

Phone: Enter the telephone numbers and email address of the primary contact. It is important
that the city has the ability to contact this person at all times during the event to ensure it runs
smoothly and successfully.

Secondary Contact: Enter name of one additional person who can be contacted regarding
application or event.

Phone: Enter telephone numbers and email address of the secondary contact. It is important
that the city has the ability to contact the primary or secondary person at all times during the
event to ensure it runs smoothly and successfully.

Event Location: Describe where the event will be held.

Event Type: Check all boxes that apply to your event.

Event Description: Give a brief description of the event. Please describe any unique

characteristics of your event (use additional page if necessary; please do not write on the back
side of any page of this application).

Event Duration: (Starting Date, Ending Date): Enter the dates that the event will be open and
closed for attendance.

Hours of operation: Enter the hours the event site will open for attendance.

Site Preparation: Enter the starting date and time that you will start to prepare the event site. If
no preparation is necessary, enter the Starting Date and Time of the event.

Dismantling & Cleanup: This is the date and time it will take to dismantle and cleanup the
event site. Enter the date and time when the dismantling and cleanup will be completed and the
streets/or sidewalks opened again.

Total Attendance: Enter the total number of attendees that you expect for your entire event,
beginning to end.



Peak Attendance: Enter the highest number of attendees you expect at any one time during the
event.

Event Features: Review list of possible features and check all that apply to your event. 1f you
have checked any of these features, you must also complete Section Il — Major Event Permit

Application.

Hold Harmless Clause: No application will be processed or permit issued for an event without
the hold harmless clause being signed by the agent duly authorized by the event applicant. Proof
of liability insurance may be required for a major event.

SECTION Il - Major Event Permit Application

Site Map Requirement: Regardless of event location, a site map must be submitted showing the
location of the event and the event features. Please review the site map requirements section of
the application for all items that are required on the site map. Please contact the Parking
Management Division at 479-575-8280 to obtain site maps of the downtown area.

Street Closure: Enter the date and time of any requested street closures and the date and time
the street will be reopened to traffic. Please contact the Transportation Division at 479-575-8228
to make arrangements for barricades and safety cones.

Security: Itis the responsibility of an event producer to provide adequate security for an event.
If security is being provided complete the security section of the event permit application.

Emergency Medical Assistance: The local Fire Chief or Fire Marshal may determine that an
Emergency Response Team shall be required for major events. The fee for this service will be
determined, if needed, upon review of this application.

Vendors: If you are having vendors set up at your event, then fill out this section.

Alcoholic Beverages: If you are selling alcoholic beverages, then fill out this section. Please
contact the Alcoholic Beverage Control Division at 501-682-1105 to apply for a permit. When
alcohol is on site, the City requires security to be present at all times. The number of security
officers varies based on attendance per event. The Police Department has specific guidelines for
the sale of alcohol.

Fireworks: Fireworks are prohibited by City Code 94.05.

Electrical Service: If electrical service is required, then complete this section. Events needing
more than 120 amps electricity will be required to provide an alternate power source or
generators for power. Otherwise, event producers may use the City’s active electrical outlets for
minimal requirements. The event producer is responsible to ensure proper usage of all electrical
services, and is responsible for all electrician fees, including fees for servicing/repairing blown
electrical services due to improper use of electrical supply.



Restroom Facilities: If groups of 500 or more are attending an event, the City requires the
producer to supply portable restrooms. If restroom facilities (portalets) are being provided, then
complete this section.

Trash, Recycling, and Clean Up Plans/Procedures: Any event producer holding an event on
City property is responsible for trash removal during the event, and clean up and removal of
debris after the event is concluded. Although it is not mandatory that recycling be a part of your
event, it is highly recommended if aluminum or plastic drink containers will be a part of the
event. Please contact the Solid Waste Division at 479-575-8397 or 479-601-4368 for all your
events refuse and recycling needs.

Parking lots and vendor booth areas must be cleaned, swept, washed, and restored to its original
set up once the event is concluded. Sub-contractors must load out at end of event unless pre-
arranged with the City (i.e. ice merchandisers, staging, lights and sound, soft drink dispensers,
signage, decorations, tables, chairs, vehicles, delivery and supply trucks, portable restrooms,
etc.). Any items left will result in a day rental charge for space occupancy.

A clean up deposit is required of all major events and is payable in advance to the City of
Fayetteville.

ADDITIONAL RULES

Reservation Policy: Any event that occurs annually and has had at least 3 successful events in
the past 3 consecutive years, will automatically be reserved a spot on the City event reservation
calendar for the event dates that are normal to the event. The producer of the “Established
Event” will still be responsible for submission of all applicable permit applications by the
appropriate deadlines. All other event requests submitted will be considered on a first-come-
first-serve basis.

Barricades and Fencing: The event producer is responsible for placement of all required
barricades, cones, fencing, etc. The producer may borrow these items by checking them out and
picking them up at the Transportation Division located at 1525 Happy Hollow Road. Please call
the Transportation Division at 479-575-8228 to make arrangements.

Towing of Vehicles: If the producer expects the possible need to tow any vehicles during an
event, this information must be submitted with the permit application. All areas that may require
towing of a vehicle must have proper signage (approved by the City) prominently displayed at
each site that a vehicle(s) may be towed. If towing is necessary where the proper signage is not
displayed, the producer must contact the Fayetteville Police Department at 479-587-3555 to see
if they can legally tow or relocate the vehicle.

Pavement Markings: Pavement markings are strictly prohibited except with temporary spray
chalk material that is approved by the City. Spray chalk can be purchased in the Parking
Management Office located at 113 W. Mountain Street.



Pavement Holes/Marring: Drilling into pavement (parking lots, streets, sidewalks, curbs, etc.)
is strictly prohibited. All signage and anchoring must be accomplished with weights such as
sandbags or concrete filled barrels. Any holes or damage made to public property will be
charged at cost to the producer of the event, but not less than $100.00 per hole and/or marring of
pavement.

Banners and Flyers: All banners and flyers must be pre-approved by the City including
wording on banners and placement of banners.

Sales Tax and HMR Tax: All vendors conducting sales at the event must report and pay all
applicable state and local sales taxes, including HMR taxes.

Noise Ordinance Variance: Instructions for requesting for a Noise Ordinance Variance are
provided with the application in Section IlI.

Important Telephone Numbers:

Alcoholic Beverage Control Division 501-682-1105
Event Permit Applications (Parking Office) 479-575-8280
Farmer’s Market on the Square 479-236-2910
Fire Department — Fayetteville 479-575-8365
Lights of the Ozarks 479-521-5776
Parking Management Office 479-575-8280
Police Department — Fayetteville 479-587-3555
Police Department — Univ. of Ark. 479-575-2222
Solid Waste & Recycling Division 479-575-8397
State Fire Marshal — Little Rock 501-618-8624
Transportation Division 479-575-8228
Walton Arts Center 479-443-9216

City of Fayetteville website: www.accessfayetteville.org



http://www.accessfayetteville.org/

