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	City of Durango

SPECIAL ACTIVITIES 

PERMIT  REQUEST

(To Be Completed By Applicant)


ALL SPECIAL ACTIVITIES PERMIT requests require a minimum 45-day notice prior to the event date to allow City Departments sufficient notice of event impact.  Permit requests will be accepted up to one year in advance of the event. 

Proper completion of a Special Activities Permit Request is essential to ensure that all City requirements have been taken into account by the special event organizer.  Upon completion of the form and prior to processing of the application, a mandatory meeting shall be scheduled with the Community Events Supervisor.  Please call the Parks & Recreation Department at 970-375-7331 to schedule this meeting.

The City will approve applications and schedule events that are deemed to be in the best interest of the City of Durango.

Traffic control barricades, signs, vests, etc. are available for use by the special event organizer.  Requests for these items shall be submitted on the attached form.  Special service requests must be submitted a minimum of 45 days prior to the event date.

Each Special Activities Permit Request shall be accompanied by a check for the permit fee and shall include other applicable charges, made payable to the City of Durango and delivered to 2700 Main Avenue, Durango, Colorado 81301, attention Community Events Supervisor.
Questions regarding this policy shall be directed to the Parks & Recreation Department, at 970-375-7331.
	Name of Event
	

	Contact Name(s)
	
	
	Application Date
	

	Organization
	
	
	Phone #
	

	Mailing Address
	
	
	2nd Phone #
	

	Email Address
	

	Location(s) Of Activity
	

	Activity Date(s)
	From:
	
	
	To:
	

	Activity Time
	From:
	
	
	To:
	

	Anticipated Number of Participants
	


	Detailed description of proposed activity:

	



Are special services requested from any City Department?   [image: image2.wmf]YES

    [image: image3.wmf]NO

                   
	If so, please explain in detail. (Additional form and information attached):

	


CONDITIONS OF A SPECIAL ACTIVITIES PERMIT:

1. The provisions of City Ordinance section 18 – 34 shall apply.

2. The provisions of City Ordinance section 4 – 28 shall apply.  It shall be unlawful for any person to ride, lead or drive horses upon the public parks or sidewalks of the City.
3. NO trinkets, candy or other items may be thrown by parade participants to the observing public. (Participants may walk parade route & hand items to spectators)
4. For any activity except a parade that blocks the street or impedes access, you must contact any affected business owners and secure their written approval/disapproval of the activity.  Form to be provided after initial meeting with Community Events Supervisor.
5. A traffic control plan and signage for this event will be provided by the City for the sum noted on the attached fee schedule. The event organizer will be liable for any equipment installation and removal.  Any lost or damaged City property will be reimbursed to the City by prior agreement.
6. No structures may be permanently erected in City Parks.  Any temporary structures (i.e. a tent) requiring a ground anchor may only be anchored by a stake no more than 6 inches in length, or some form of weight (sandbag, cement anchor).  For Buckley Park, please refer to the available irrigation map.  Any questions may be directed to the Parks and Recreation Department.
I, the undersigned, accept responsibility for the above conditions and agree to make restitution for any damage or loss to City property.  I hereby exempt and release the City of Durango, its officers, employees, agents and servants from any and all loss, liability, claims, demands, actions or causes of actions whatsoever arising out of any loss, damage or injury that may occur as a result of the referenced special activity requested herein.
This permit may be revoked by the City of Durango at any time for cause.
	Signature of Event Coordinator/Organizer:
	


	Date:
	

	Print Name & Title of Responsible Person:
	

	Phone Number (if different from above):
	


Community Events Supervisor Approval:

Signature:__________________________
Date:____________
City of Durango
SPECIAL ACTIVITIES PERMIT APPROVAL

(FOR CITY USE ONLY)

SPECIAL ACTIVITIES PERMIT FOR:
	
	Business Development

	Comments:
	

	Coordinator:
	
	Date:
	

	

	
	City Manager’s Office

	Comments:
	

	Assistant to the City Manager:
	
	Date:
	

	

	
	City Operations

	Comments:
	

	Director:
	
	Date:
	

	

	
	Code Enforcement

	Comments:
	

	Staff:
	
	Date:
	

	

	
	Engineering

	Comments:
	

	City Engineer:
	
	Date:
	

	

	
	Fire and Rescue

	Comments:
	

	EMS Chief:
	
	Date:
	

	

	
	Fire and Rescue

	Comments:
	

	Fire Marshal:
	
	Date:
	

	



	
	Parks & Recreation

	Comments:
	

	Director:
	
	Date:
	

	

	
	Police Department

	Comments:
	

	Operations Commander:
	
	Date:
	

	

	
	Solid Waste/Recycle

	Comments:
	

	Manager:
	
	Date:
	

	

	
	Transportation and Sustainability

	Comments:
	

	Director:
	
	Date:
	

	

	
	Transit

	Comments:
	

	Manager:
	
	Date:
	

	

	
	Parking

	Comments:
	

	Manager:
	
	Date:
	



SPECIAL ACTIVITIES CHECKLIST FOR: 
The following is a detailed list to assist in planning your activity.  Those items which are required of your activity have been indicated by a by a check mark in the “required by” column.  As organizer of the activity, it is your responsibility to provide the Community Events Supervisor with the details of how and when you plan to comply with these requirements.  The Special Activities Permit will not be issued until the tasks that have been required are complete.  The City may provide assistance or make recommendations on how to accomplish tasks; however, ultimate responsibility lies with the event organizer.  Compliance is mandatory in order to obtain your Special Activities Permit
	Required if Checked
	Description of Task
	Comments (i.e., date completed & by whom)

	
	ACTIVITY PLANNING
	

	
	Pre-activity planning session(s) with Community Events Supervisor and event organizer(s) in attendance
	

	
	Post-activity critique meeting with Community Events Supervisor and event organizer(s) in attendance
	

	
	REQUIRED PERMITS
	

	
	Obtain permit for variance of Noise Control Ordinance from the office of the Chief of Police.  Contact Chief’s Administrative Assistant at 375-4701
	

	
	Obtain Business and Sales Tax License from City Clerk’s office, 375-5015
	

	
	If alcohol will be served: Obtain Special Event Permit from City Clerk’s office, 375-5015

Obtain and provide a certificate of liability insurance coverage, with additional liquor liability noted on the certificate if liquor is to be served at the event, naming the City as an additional insured, with coverage limits of not less than $1,000,000, per person/$2,000,000 aggregate/$1,000,000 liquor liability coverage per incident. 
(insurance is available through City of Durango Risk Management at 375-5055 upon request)
	

	
	Obtain Park Permit for use of a City Park from Parks and Recreation
	

	
	Obtain banner permit from Parks and Recreation
	

	
	Obtain activity permit from Colorado Department of Transportation and submit your Traffic Control Plan to their engineering office (call 385-1675 for information) for use of state highway
	

	
	Contact La Plata County Planning Department at 382-6260 to obtain a permit for activities on County Roads
	

	
	
	

	
	
	

	Required if Checked
	Description of Task
	Comments (i.e., date completed & by whom)

	
	MANDATORY FACILITIES & REQUIREMENTS
	

	
	Obtain and provide a certificate of liability insurance coverage, naming the City as an additional insured, with coverage limits of not less than $1,000,000, per person/$2,000,000 aggregate liability per incident. 

(insurance is available through City of Durango Risk Management at 375-5055 upon request)
	

	
	Obtain from owners and tenants of residential properties located within perimeter of activity, their written agreement to obstruct sidewalk/street
	

	
	Barricades for traffic control (available from local rental companies listed under Rental Service Stores in yellow pages)
	

	
	Green safety vests for staff (available on loan from Parks and Recreation at 375-7331)
	

	
	Hire security officer(s): (available on contract basis through local law enforcement agencies or private security companies) to contract for police services call 375-4771 at least 3 weeks prior to event
	

	
	Provide immediate clean-up of manure and trash/debris during parade 
	

	
	Procure port-a-potties:

 FORMCHECKBOX 
 Men’s   FORMCHECKBOX 
 Women’s

(For list of vendors see yellow pages: Septic Tanks & Systems)
	

	
	Traffic control plan for streets within City limits

Provided by Certified Traffic Control Supervisor

Code Compliance or Traffic Engineer required
	

	
	Waste and recycling must be properly disposed of during and immediately following the event.  Permit holder will be responsible for dumping impacted public sidewalk trash receptacles within and adjacent to the event area.  Recycling of single stream materials is a requirement at all City permitted events.
	

	
	Community Development Department

(Special Use Permits)


	

	
	EVENT SUGGESTIONS
	

	
	Plan for shuttle bus/satellite parking

	

	
	Submit a parking control plan

	

	
	Issue press releases: may need to include information on topics such as parking restrictions/towing or statement that event will be drug & alcohol free
	

	
	Issue staff ID tags/shirts

	

	
	Provide stage for entertainment - band shell/flatbed
	

	
	Plan for electrical power source(s): will be subject to inspection
	

	
	
	

	Required if Checked
	Description of Task
	Comments (i.e., date completed & by whom)

	
	EVENT SUGGESTIONS - Continued
	

	
	Provide on-site emergency medical services and/or first aid station with qualified personnel.  Provide after-action report on service provided (type of care)
	

	
	FIREWORKS
	

	
	Insured, state certified pyrotechnic (with City of Durango named as additional insured)
	

	
	Obtain topographical map of fireworks area to assist the pyrotechnic in determining range and angle of fireworks detonation (may be borrowed from Engineering, call 375-4850)
	

	
	Obtain Fireworks Permit through Fire Protection District.  Contact: Fire Marshall, 382-6023.
	

	
	TENTS AND CANOPIES
	

	
	Acquire permit from the Fire Prevention Bureau for any tent/canopy set-up that is in excess of 1,000 Sq Ft.

Phone No. 970-382-6000.  Fees for the permit are $150.00 for 1,000 Sq Ft or larger tents/canopies.  

Weekend and/or evening set-up inspection may incur an after hour inspection fee.

Fire Marshal Karola Hanks 382-6000
	

	
	
	





ACKNOWLEDGEMENT OF RECEIPT
	I,
	


 , by signing below, acknowledge receipt of the following equipment from the City of Durango.  I understand that I will be charged the replacement cost as determined by the City of Durango for these items if they are not returned promptly after my event. I agree to accept responsibility for all conditions placed on me by the City of Durango and agree to make restitution for any damage to City property or extra expense incurred by the City.  I hereby exempt and release the City of Durango, its officers, employees, agents, and servants from any and all loss, liability, claims, demands, actions, or causes of action whatsoever arising out of any loss, damage or injury that may occur as a result of the referenced special event requested herein.
	Signature:
	
	Date:
	

	Amount of deposit required: 
	
	(Up to $500.00 plus Cert. of Insurance.)


EQUIPMENT USED:
Events Equipment Trailer:
[image: image4.wmf]
Traffic Control Trailer:

[image: image5.wmf]
Large Barricade Trailers:
[image: image6.wmf]
· Quantity: 
Small Barricade Trailer:

[image: image7.wmf]
Stage:



[image: image8.wmf]
Sound Equipment:

[image: image9.wmf]
· Specify: 

Water Stations:


[image: image10.wmf]
· Quantity:

Stage Riser Trailer:

[image: image11.wmf]
Trash Boxes/bags:

[image: image12.wmf]
Safety Vests:


[image: image13.wmf]
· Quantity:

Other Equipment:

[image: image14.wmf]
· Specify:

	Fee Schedule
(FOR CITY USE ONLY)


	Special Activities Permit
	$ 75
	

	Park Permit:     

                                            Parks and Trails

                                            Rotary Park
                                            Buckley Park
	$ 50

$ 100

$150
	

	Temporary Traffic Control Plan (with set-up and teardown):
	$ 250 
	

	Event Trailer (delivery only)
	$ 150
	

	Traffic Trailer (delivery only)
	$ 150
	

	Pedestrian Barricade trailer (delivery only):
	$ 55
	

	Pedestrian Barricade Set-up:
	$ 30/man hour
	

	Waste/Recycle Fees (delivery and pick up, up to six cans)
	$ 20
	

	Waste Fees (can dump)
	$ 20/dump
	

	Recycle Fees (can dump, if not contaminated)
	$ 10/dump
	

	Recycle Bags
	$ 20
	

	Trash Boxes/Bags
	$ 40
	

	Stage or Inflatable Bandshell:
Nonprofit

For Profit
	$ 500/each
$ 1000/each
	

	Community Transit Sponsor
	$ 600
	

	Police Contract Services
	$60/man hour
	

	Emergency Medical Services
Per EMS Requirements

Staffed Ambulance

Medic/Bike Medic
	$84/hour

$35/man hour
	

	Security Deposit (refundable):
Parades
Community Event
	$ 250

$ 500
	

	Other Fees as Applicable

	
	

	
	Total fees:
	



Special Activities Check List

Event organizer meeting - Or upon permit submittal

	1. Who is the contact person and cell # for day of event?

	

	2. What are the hours the street is to be closed?

	

	3. What are the start/stop hours of the event?

	

	4. What are the hours of any beer garden and/or tent? ( Alcohol permit )

	

	5. If a beer garden and/or tent area is planned, will signs be given to the businesses affected by the organizer?  (No Alcohol Beyond This Point)

	

	6. Who will be in charge of setting up and taking down traffic control? City personnel will verify set-up per traffic control plan. 

	

	7. Lighted barricades are required prior to sunrise or post sunset hours. (City does not provide)  No overnight street closures are permitted.

	

	8. Where is the fire lane location? 20 foot Fire/Emergency lane required through event area.

	

	

	

	9. No Parking signs to be placed 24 hours prior to street closure by? Removed by? 

	

	10. Intersection volunteers: (1) Parades, minimum 15 adults, names of volunteers required; (2) Parades from Train depot to 12th Street, only with some exceptions; and (3) Leave alley access open East 100 Block 5th Street alley.

	

	11. Who will be in charge and responsible for set-up, take down and cleaning of City event equipment? (Tents, tables, steel barricades.) 

	

	12. Who sets up City tents? Are they trained? (No tape applied to legs or tent.)

	

	13. Where would you like the equipment to be staged and when? (stage, signs, barricade trailers,etc.)

	

	14. Who is assigned keys to City equipment locks?

	

	15. Does any part of the event affect parks, trails or school property?

	

	16. Who is providing security?

	

	17. Are there going to be any amusement rides/slides, etc.?

	

	

	


	18. Will food be served? (No Dogs Allowed signs are required and are in the event trailer). Must have current Colorado Retail Food Establishment license and Tax ID, or apply 10 days prior to event at San Juan Basin Health. 

	

	19. Waste and Recycling:  (1) Waste disposal, and single-stream recycling required; (2) Emptying of public trash receptacles, event recycle bags, and trash boxes by event organizers required; (3) The City can provide waste and recycling equipment and disposal as required with applicable fees; and (4) Event organizer will provide volunteers to monitor recycle drop locations for the duration of the event.

	

	20. Is power for stage (220 volt) or equipment available? Organizer should contact the owners for power at El Rancho and Pongas.  The Main Mall is accessible.

	

	21. Do you have a Banner Permit?

	

	22. Has event organizer signed off on all applicable permits and forms?

	

	23. Event organizer is to supply a copy of the first two pages of the Special Activities Permit Request, map and first 5 answers on this questionnaire to affected business or property owners, when obtaining from owners located within the perimeter of activity, their written agreement to obstruct sidewalk/street.

	

	24. Is there any further information that may be of importance to the City?

	



San Juan Basin Health Department • Celebrating Healthy Communities Coalition • Community Connections Promoviendo La Salud • Durango School District 9-R • Youth Partnership for Health • La Plata County Boys and Girls Club • Southern Ute Boys and Girls Club • Fort Lewis College Student Wellness Initiatives • DRAGON Youth Project • Step It Up Coalition • La Plata Youth Services • Durango Police Department • Healthy Lifestyles La Plata • Seniors Outdoors • La Plata County Government Regional Substance Abuse Prevention Partners • AmeriCorps • Peak Ascent Mentoring • SUCAP ( Southern Ute Community Action Program)

Dear Events Coordinator, Staff, and Volunteers:
La Plata County is an active and healthy community that offers many types of recreation, activities, sports, and special events. We recognize and appreciate your contribution to our community’s overall vitality. 

Our goal at San Juan Basin Health and Healthy Lifestyle La Plata is to promote positive and supportive environments for our families and youths, and decrease exposure to negative and unhealthy behaviors. Through our Celebrating Healthy Communities Coalition, we are asking that you consider incorporating the following guidelines into your event planning. 
1. Encourage Responsible Drinking:

1.1 Prevent dangerous levels of consumption: Teach your staff to detect unhealthy levels of intoxication, and train them how to effectively serve patrons who have had too much. By doing this you are not only protecting your servers, but also the health of your patrons, and preventing possible damages to person or property. 
1.2 Train your staff to properly check identification: Underage drinking is not only dangerous it is illegal. Although there are standards in place for event coordinators, monitoring these standards becomes difficult. By training your staff, you can help prevent 
minors from accessing alcohol.

1.3 Non-alcoholic options:  Consider that many adults appreciate non-alcoholic drinks.  Provide and promote non-alcoholic ‘adult’ drinks like non-alcoholic beer, ginger beer, root beer, fruit juices or virgin cocktails.  
2. Tobacco: 
Please comply with the state law regarding a 15 foot perimeter from all retail main entrances for smoking.  By following this we can reduce health risks associated with second hand smoke.
3. Include more local and healthy food: 
By serving local, whole food, you are not only contributing toward the health of La Plata County residents by removing unnecessary preservatives, but also to the economic health of our community by supporting local farmers. 
4. Reduce, Conserve and Recycle 
Use environmentally friendly disposable products, and consider recycling as much business/event waste as possible. 
By incorporating these simple suggestions, your event can help keep La Plata County a healthier, more positive community. 

We would value hearing your ideas and future opportunities to collaborate. Please contact Pat Senecal psenecal@sjbhd.org or Amita Nathwani at amita@ayurvedamedgroup.com. 
Sincerely, 

Amita S. Nathwani, MA and Pat Senecal 
Holistic Health Care Practitioner Program Coordinator, San Juan Basin Health 

HLLP Exec. Co- Director Lasso Tobacco & Celebrating Community Norms 

The City of Durango and the Durango Business Improvement District support the Celebrating Community Norms Project
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DEPOSIT REFUND INFORMATION
	Name of Event:
	

	Name of Contact Person:
	

	Amount of Deposit:
	

	Address to which any deposit refund should be returned:
	


I, the undersigned, agree to accept responsibility for all conditions placed on me by the City of Durango and agree to make restitution for any damage to City property or extra expense incurred by the City.  I hereby exempt and release the City of Durango, its officers, employees, agents and servants from any and all loss, liability, claims, demands, actions, or causes of action whatsoever arising out of any loss, damage or injury that may occur as a result of the referenced special event requested herein.
	Signature
	
	Date
	


COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________











COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________





COD #_____________
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