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Date Received: ____________ 
 

Permit Classification: ____________ 
  

APPLICATION FOR SPECIAL EVENT 
 

1. Primary Contact:_____________________________________________________________________________ 

Address: _______________________________ Email: _____________________________________ 

 _______________________________ Phone: _____________________________________ 

2. Secondary Contact: ___________________________________________________________________________  

Address: _______________________________ Email: _____________________________________ 

 _______________________________ Phone: _____________________________________ 

3. Event Sponsor/Organization: ___________________________________________________________________________ 

Attach a certificate of Tax Exemption if applicable. 

4. Name of Event: ______________________________________________________________________________ 

5. Description of Event (event activities, such as concerts, street dances, races, contests/competitions, regattas, arts/crafts 

displays, still motion picture production, etc.): 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

6. Event Location (911 Address): _________________________________________________________________________ 

7. Road Closures: ex. St. Johns Avenue from First Street   to Second Street 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 

____________________________ from ____________________________  to ____________________________ 
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8. Onsite representatives during the event:  

Name: _______________________________________ Cell Phone: ________________________________ 

Name: _______________________________________ Cell Phone: ________________________________ 

9. Please fill in below for each day within the event. 

Date(s) of Event: Hours:  Amplified Sound: Alcohol:  Attendance 

Setup: 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___   

Event: 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  ___________ 

Breakdown: 

___/___/___ __:___ to __:___  __:___ to __:___  __:___ to __:___  

 

10. Basis of estimated peak attendance (i.e. tickets sold, historical attendance, etc.) 

__________________________________________________________________________________________

_________________________________________________________________________________________ 

11. Number and type of auxiliary vehicles/ equipment:  

_______ Watercraft _______ Aircraft _______ Utility Vehicles/Golf Carts _______Other: __________________ 

12. Any special effects or pyrotechnics (i.e. explosives, hazardous materials, discharging weapons, incendiary devices)? If yes, 

please describe and list contractor contact information.  

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Include date and time:  

___/___/___ __:___ to __:___  __:___ to __:___  

13. Will transport vehicles be utilized? If so, please describe.  

__________________________________________________________________________________________

__________________________________________________________________________________________  

14. Number of staff/ volunteer: _______  Uniform identification: _______________________________________ 
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REQUIRED ATTACHMENTS  

☐ Site Plan (see checklist)  

Parking 
Number and location of food vendors  
Number and location of arts and craft vendors, concessions and/or sponsor/promoter(s) stands  
Street Closures/Barricades/Detours 
Garbage Containers 
Parade/Marching Route 
Event Headquarters 
Number and location of temporary signs/banners  
Sound system(s) location 
Location of temporary structures, fences, grandstands, bandstands, judges stands, bleachers, hospitality tents, 

booths, etc.  
Main emergency vehicle access to site  
Location of security and emergency vehicle parking on site  
Carnival location (if any) 
Number/location of portable toilets 

 

☐ Tentative Schedule of Events 

☐ 501(C) (3) Certificate of Exemption # _______ 

☐ Nonprofit articles of incorporation, charter and mission statement 

☐ Consent letter (event property): property owners on which special event location is held if not city owned 

☐ Fire resistive rating certificates (tents, fabrics, etc.) 

☐ Example of special event vendor permits provided 

☐ Special event certificate of insurance- city as “additional insured” (if carnival, aircraft or watercraft rides are planned, 

need certificates from those vendors) 

List certificates required: _____________________________________________________ 

☐ Alcohol liability certificate of insurance- city as “additional insured” 

☐ Alcohol license (copy)  

☐ Signed Conditions and Agreement Form 

 

SPECIAL EVENTS FEES 
 

All Special Event Application submittals must include deposit fee before dates can be secured. Submission of a Special Event 

Application does not guarantee authorization for the event in question. Each application will require review by the Special Event 

Review Committee, where specific requirements, conditions and/or modifications, and additional fees (security, waste, etc.) may be 

applied. 

 

15. ARTICLE IV SPECIAL EVENT ORDINANCE: FEES 

Any private entity/ business(es) who are holding a function that impacts neighboring businesses/residents within the City limits 

and/or requires city services. 

 

☐ CLASS A: $300.00 per day (attendance: 1,001 and up per day) Permit Filing Deadline: 60 days prior to event 

☐ CLASS B: $100.00 per day (attendance: 101 - 1,000 per day) Permit Filing Deadline: 60 days prior to event 

☐ CLASS C: $50.00 per day (attendance: 1- 100 per day with limited impact on traffic and parking- events such as Weddings, 

Fishing tournaments with less than 40 boats, etc.) Permit Filing Deadline: 30 days prior to event 
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Arrangements for police services are REQUIRED for fishing tournaments with 70 boats or more. Fishing Tournaments and other 

large event organizers are required to arrange for auxiliary vehicle/trailer parking per accompanying guidelines. 

 
THIS FORM IS INTENDED FOR RESERVATION PURPOSES ONLY AND DOES NOT CONSTITUTE PERMISSION FOR 

USES DISALLOWED UNDER PALATKA’S MUNICIPAL CODE. PERMISSION GRANTED FOR USE OF PUBLIC PROPERTY 

COVERS MUNICIPAL PARK AREAS AND OTHER AREAS WITHIN THE CITY LIMITS. IT DOES NOT INCLUDE PERMISSION 

TO CLOSE PUBLIC STREETS OR HINDER PRIVATE PROPERTY. Organizers are required to contact the City of Palatka 

Cultural Resources Department office at 386-326-2704 for pre-planning purposes. ORGANIZERS/APPLICANTS WILL BE 

NOTIFIED WITHIN 30 DAYS OF ANY COMMENTS THEY MAY HAVE PERTAINING TO THIS EVENT’S ANTICIPATED 

IMPACT WITHIN THE CITY LIMITS.  

Acceptance of your application should in no way be construed as final approval or confirmation of your request.  

 

Sec. 50-145. Any person or organization granted permission shall be bound by all park/city rules and regulations and all 

applicable ordinances as fully as though the same were inserted in this document, except for such rules and regulations as may 

be waived by such document or the City Commission.  

 

Sec. 50-146. The person or persons to whom permission for use of city property is issued shall be liable for any loss, damage or 

injury sustained by any person whatsoever by reason of the negligence of the person or persons to whom such permission shall 

have been issued. Event liability insurance, naming the City of Palatka as an additional insured, is required prior to public events. 

Event liability insurance naming the City of Palatka as an additional insured is also required if a private event is taking place that 

will impact the City and the use of City Services.  

 

ARTICLE V NOISE CONTROL Sec. 30-101 – 30-109: Permission for use of city property does not grant an automatic 

exemption to exceed maximum allowable noise levels. Complaints of adverse effects upon the community or surrounding 

neighborhood may result in revoking permission for use of City property for this activity.  

 

Sec. 50-222. Indemnification/insurance; liquor liability insurance.  

 

(a) Prior to the issuance of a special event permit the applicant(s) shall execute an indemnification form which provides 

that the applicant(s) agrees to hold harmless and indemnify the city, its officers, agents and employees against any 

loss, damage, or expense (including all costs and reasonable attorney's fees) suffered by the city for:  

(1) Any breach of the terms of the permit or any inaccuracy in or breach of any representation, warranty, or covenant 

made by the applicant(s) to the city as an inducement to the granting of the permit.  

(2) Any claims, suits, actions, damages or cause of actions for any personal injury, loss of life or damages to personal 

or real property sustained by reason of, result of, or by presence of the applicant on public property by 

applicant's agents, employees, invitee and/or any other persons. 

 

(b) At least seven days prior to the first day of any special event, the applicant shall furnish to the special events 

coordinator proof of liability insurance protection, in an amount of not less than $1,000,000.00 per person for bodily 

injury or death, $2,000,000.00 per occurrence for bodily injury or death and $500,000.00 per occurrence for property 

damage, naming the city as "additional insured".  

 

(c) If alcoholic beverages are to be dispensed, served, sold or distributed at an outdoor event, the applicant(s) shall in 

addition provide liquor liability insurance in the amount of $500,000.00 which shall name the city as additional insured.  
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(d) Nothing in this section shall be construed to effect in any way the city's rights, privileges and immunities as set forth in 

F.S. § 768.28.  

 
(Ord. No. 10-34, I(Exh. 1), 12-9-2010) 

 

The applicant(s) agrees to hold harmless and indemnify the City of Palatka, its officers, agents and employees against 

any loss, damage, or expense (including all costs and reasonable attorney’s fees) suffered by the City of Palatka for: 

1.) Any breach of the terms of the permit or any inaccuracy in or breach of any representation, warranty, or covenant made by 

the applicant(s) to the City of Palatka as an inducement to the granting of the permit.  

2.) Any claims, suits, actions, damages, or cause of actions for any personal injury, loss of life, or damages to personal or real 

property sustained by reason of, result of, or by presence of the applicant(s) on public property by applicant’s agents, employees, 

invitee, and/or any other persons.  

 

 

 

CERTIFICATION: I HAVE READ AND UNDERSTAND THE ABOVE CONDITIONS UNDER WHICH THE CITY OF PALATKA HAS 

GRANTED PERMISSION FOR USE OF THE AREA DEFINED ON PAGE ONE OF THIS APPLICATION FOR THE PURPOSE STATED 

HEREIN, AND AGREE TO BE BOUND BY SAME. 

 

______________________________________________________________   ____________________ 

Signature of Applicant         Date     

 

    

State of ______________________County of ________________________ 

The foregoing application is acknowledged before me this _________day of ____________, 20_____, by 

_________________________________, who is personally known to me, or who has/have produced 

__________________________as identification.  

NOTARY SEAL       

 

____________________________________ 

Signature of Notary Public, State of __________ 

 
APPLICATION APPROVED 

 
 
_______________________________________________________    _____________________  
Special Events Coordinator    Date 
 
 

_______________________________________________________    _____________________  
Chief of Police    Date 
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Special Events Vendor Requirements 

 

1. A 12 foot clear area must be maintained in front of each vendor site. This clear area will allow for the passage of emergency 

response vehicles. Assure there is at least a 12 foot clearance for emergency vehicles to be able to pass. All streets must 

remain open at all times. Make sure an apparatus can have a straight path and not have to zig zag around tents. Barricades 

can be used to close traffic, but no permanent blockages such as tents, vehicles, concession trailers, pools, etc.  

 

2. Temporary vendor tents and/or canopies of 200 square feet or less and without food preparation are exempt from fire 

retardant requirements. Tent stakes, guide ropes, etc. will be clearly marked with a visible warning, i.e. flag, barricade tape, 

or protective cap. Protect from injuries by making sure there is some highly visible tape or protection cover over tent stakes.  

 

3. Temporary electrical cords and hoses will not cross any street and where crossing sidewalks, will be protected and pose no 

trip hazard. All electric will be GFIC protected. NFPA 70. Make sure all cord connections are off the ground and protected by 

GFCI. If they have a cord or hose crossing a sidewalk, they need to tape it down or cover with a carpet to prevent trip 

hazards. If possible, run the cord overhead. 

 
4. A 44” accessible clear path maintained on all city sidewalks. FBC Ch.11. Sometimes vendors pile boxes behind their tent. 

Make sure the public has at least a 44” clear path on the sidewalks.  

 
5. Generators will be located to the rear of a vendor space, have a fire extinguisher, and be sound deadened. Make sure the 

generator has a muffler and well away from public and combustibles. Must have extinguisher. Make sure the gas can is 

stored in a safe place away from an ignition source.  

 

Food Vendors 

1. All food vendors must have a minimum of a 2A-10BC fire extinguisher currently certified and tagged by a licensed 

extinguisher company (Tag showing inspection within 1 year of event date). Same as a regular inspection tag check.  

2. Vendors deep frying, in addition to the ABC extinguisher, must also have a K-Class extinguisher currently certified and 

tagged by a licensed extinguisher company. In addition to the ABC, they must have a K class. No K, no frying.  

3. Temporary vendor tents or canopies used for cooking or assembly must be fire retardant certified in accordance with NFPA 

101, Sec. 10.3.1. Check fire retardant label on the tent and on the side curtains. 

4. Concession trailers that are cooking food that produces grease laden vapors will also be required to have a hood and 

suppression system installed in accordance with NAPA 96. If they want to cook meats inside a concession trailer, they must 

have a hood and suppression system. No exceptions.  

5. The Department of Business and Professional Regulation will inspect all vendors prior to opening for business. Event staff 

will coordinate the overall inspection time.  

Exceptions: 

a. Non-profit organizations. The vendor must have a State of Florida Tax Exemptions Certificate, issued in the name 

of the vendor on site.  

b. Vendors selling food items not prepared on site, i.e. pre-packaged. The exceptions a. and b. are only for state 

inspectors. All vendors must comply with the city’s special event requirements.  

Vendor RV Camping 

1. Temporary camping with motor homes, 5th wheels, and travel trailers is permitted in coordination with the event staff. No 

tent camping is allowed.  

2. Under NO circumstances will any gray or black water be dumped, except into a proper disposal facility (At this time, the City 

of Palatka does not have a disposal facility within the city). Unauthorized dumping will be met with stiff penalties and 

expulsion from the event.  

3. Parking of RV campers will insure that no driveway, street, or parking lot is blocked or obstructing traffic. 

4. Campers will be locked when not occupied. 

5. Permission to connect to utilities will only be authorized by event staff.  

6. A placard issued by the event staff will identify vender RVs.  

 



 7 

City of Palatka 

Indemnification & Hold Harmless Agreement 

 

 

The BUSINESS and/or INDIVIDAUL agrees to indemnify and hold the City and its officers, agents, and 

employees harmless from any and all liability, damages, actions, claims, demands, expenses, judgments, 

fees and costs of whatever kind or character, arising from, by reason of in connection with the use of the 

facilities described herein. It is the intention of the BUSINESS and/or INDIVIDUAL that the CITY and its 

officers, agents, and employees shall not be liable or in any way responsible for injury, damage, liability, 

loss or expense resulting to the user and those it brings onto the premises due to accidents, mishaps, 

misconduct, negligence or injuries either in person or property.  

The BUSINESS and/or INDIVIDUAL expressly assume full responsibility for any and all damages or injuries 

which may result to any person or property by reason of or in connection with the use of facilities pursuant 

to this agreement, and agrees to pay the CITY for all damages caused to the facilities resulting from the 

user’s activities hereunder.  

The BUSINESS and/or INDIVIDUAL represents that its activities pursuant to this agreement will be 

supervised by adequately trained personnel, and that user will observe, and cause the participants in the 

activity to observe, all safety rules for the facility and the activity. The BUSINESS and/or INDIVIDUAL 

acknowledge that the CITY has no duty to and will not provide supervision during the activity.  

______________________________________ ________________________________________ 

Signature of Applicant     Name of Facility being used 

 

______________________________________ ______________________ 

Print Name of Applicant     Date of Use  

 

 

State of ______________________County of ________________________ 

The foregoing application is acknowledged before me this _________day of ____________, 20_____, by 

_________________________________, who is personally known to me, or who has/have produced 

__________________________as identification.  

NOTARY SEAL       

 

____________________________________  

Signature of Notary Public, State of __________ 

 


