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SPECIAL EVENT PERMIT 
APPLICATION INFORMATION AND INSTRUCTIONS 

Please review the full Special Event Permit packet before submitting your application. 
 
GENERAL INFORMATION: 
 
A Special Event qualifies as any formation, parade, assembly, street fair or other gathering proposed to be conducted in or 
upon public property to include, but not be limited to, City streets, trails or parks which involve the use of or has an impact 
on public property or facilities and the provision of public safety services in response thereto. 
 
If you are planning a neighborhood street closure for a private event, please review the Block Party Permit packet, found 
under the City of Folsom Planning Services page: www.folsom.ca.us/planningapplications.  
 
APPLICATION INSTRUCTIONS: 
 
Review the full Special Event Permit packet. Complete and submit the Special Event Permit Application & Contract, 
application fee, and other required items (see below) to the Community Development Department: 

• online at https://etrakit.folsom.ca.us/etrakit/, or 
• at the Planning & Building Counter at City Hall (second floor, 50 Natoma Street, Folsom, CA 95630), or 
• by email to shannum@folsom.ca.us. 

 
Applications must be received AT LEAST 60 DAYS IN ADVANCE of the special event. Applications will not be 
accepted more than 12 months prior to the event date. Event dates and locations are approved on a first-come, first-served 
basis. 
 
Required at time of submittal: 

1. Application & Contract Form completed and signed (page 4). 
2. Application fee ($63.00, non-refundable). 
3. Detailed event narrative which includes all features and activities of the event. Must include schedule details of 

the setup and breakdown of the event.   
4. Site plan of proposed event, including setbacks, access, parking, accessibility, and activity locations. This 

includes, but is not limited to, locations of food trucks, vendors, inflatables, tents, and stages.  
5. List of street closures/cross streets if any roads will be closed for the event. Please note that a traffic control plan 

may also be required.  
 
Once received, applications take 4-6 weeks for processing. There may be conditions of approval that require adjustments 
to your event plan. You are encouraged not to advertise or sell tickets to your event until permit approval has been issued. 
Failure to submit a complete and detailed application, narrative, site plan, and street closure list may result in delay of 
processing. The City will contact you if additional information or clarification is needed. 
 
Upon review, each department will send their conditions of approval, if any, directly to the applicant. Any fees that may 
be associated with these conditions are to be paid directly to the requesting department. Once all departmental reviews are 
completed, the permit will be issued if approved. All permit approvals are conditional on the basis that any outstanding 
permit requirements and/or conditions of approval are completed in a timely manner. 
 
If a traffic control plan is required, it must be received 30 days in advance, and must then be reviewed and approved by 
City staff. Any other supplemental requirements or fees must be received no later than 10 business days prior to the event. 

http://www.folsom.ca.us/planningapplications
https://etrakit.folsom.ca.us/etrakit/
mailto:shannum@folsom.ca.us
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Failure to meet the conditions provided will result in revocation of the permit approval. Once departmental conditions 
are provided, it is the applicant's responsibility to keep track of items due and ensure they are received on time. 
 
CANCELLATION/REFUNDS: 
 
If you need to cancel your event, you must first notify the City’s special events coordinator. All cancellation requests need 
to be made in writing by the applicant named on the application. Cancellations can be emailed, mailed, or hand delivered 
to the Community Development Department. The application fee is non-refundable. It is also possible that fees related 
to other City services will still be incurred.  
 

INSURANCE REQUIREMENTS: 
 
Liability insurance is required for all events on public property and certain events determined by the City. When required, 
coverage must be a minimum of $1 million per occurrence, and must include a separate endorsement that makes the 
insurance primary and non-contributory and either specifically names the City of Folsom, its officials, employees, 
agents and volunteers as additional insureds or has appropriate blanket coverage. Insurance must be on a per occurrence 
basis; claims-made coverage will not be accepted. The named insured must match either the name of the “Applicant” or 
the “Organization” to be valid. All coverage available to the named insured shall also be available and applicable to the 
City of Folsom. NOTE: Lack of insurance will result in cancellation of the event and the Special Event Permit. 
 
All insurance documents must be received no later than ten (10) business days prior to the event. Some event promoters 
and insurance companies have experienced difficulty with providing timely and accurate insurance documents, so it is best 
to obtain these early. City staff will gladly assist with a preliminary review of the insurance documents. An example of the 
required documents is included at the end of this packet. If you have questions on insurance, contact the City Attorney’s 
Office at (916) 461-6025. 
 

ADDITIONAL INFORMATION AND REQUIREMENTS – PLEASE READ CAREFULLY: 
 

1. An alternate event date may be required for your event. The City has limited resources and may not be able to provide 
services for your event should other events have prior approval. 

2. Additional services and equipment may be required depending on the type of event held. A Facility Rental may be 
required, depending on the location. Call Parks and Recreation at (916) 461-6615 to determine if a fee is applicable. 

3. It is the applicant’s responsibility to provide any of the following, including but not limited to: cyclone fencing, 
barricades, traffic cones, and portable toilets, as may be required. 

4. If your event has road closures, please specify which company or group will be handling traffic control. In addition, an 
engineered traffic control plan may be required for your event. Traffic control plans must be received 30 days in advance of 
the event date. For more information, contact the City of Folsom Public Works Department at (916) 461-6702. 

5. Events exceeding 500 attendees are required to select and pay for waste services in advance as a condition of permit 
approval. Minimum service levels range from $129.00 to $344.00 depending on the selected service type. If you have 
questions, contact the Waste and Recycling Division at (916) 461-6730. 

6. State law requires large event operators to meet with recyclers to select appropriate waste diversion programs and 
provide the City with written documentation of the success of such programs. Assistance in meeting this requirement 
is available through the Waste and Recycling Division at (916) 461-6730. A “large event" is one that serves an average 
of more than 2,000 individuals per day. 

7. Licenses to sell alcohol shall be obtained through the State Department of Alcohol Beverage Control. Alcohol licenses 
shall be obtained prior to issuance of a Special Event Permit. Visit www.abc.ca.gov for information or call the ABC 
Sacramento District Office at (916) 419-1319. 

8. A permit to consume alcohol in parks and public places must be obtained for $10.00 from the City of Folsom Parks 
and Recreation Department. The permits are sold Monday-Friday at the Parks and Recreation Registration Office 
located at 48 Natoma Street and can be reached by calling (916) 461-6601. 

http://www.abc.ca.gov/
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9. If your event will have any food trucks, tents, or temporary structures, please contact the Fire Department at 
mltoledo@folsom.ca.us to schedule an inspection. 

10. All engaged in gainful activity within the City of Folsom must have a valid Business Certificate. For online applications 
and further information go to www.folsom.ca.us/government/finance/business-licenses or call (916) 458-4753. 

11. For all generators operated within City limits, an Air Quality Permit from the Sacramento Air Quality Control Board 
is mandatory. This process can be started at the following website:  www.arb.ca.gov/portable/portable.htm 

12. Any off-site signs associated with the Special Event are subject to a Special Event Sign Permit, per Folsom Municipal 
Code Section 17.59.050(D). Please contact the Planning Counter at (916) 461-6202 or planningepc@folsom.ca.us to 
obtain this permit, or apply online through the City’s eTRAKiT online portal at https://etrakit.folsom.ca.us/etrakit/.  

13. Events on private property will be required to obtain written authorization signed by the property owner.  

14. The event organizer is responsible for notifying residents and businesses that may be impacted by the event. You will 
be required to notify, in writing, all residents and businesses within a two-block radius surrounding the event if your 
event involves street closures, amplified sound (more than announcements or stereo music), alcohol sales, or more 
than 500 attendees at any given time. This can be done door to door or by mail. You must submit a copy of the 
notification and the method and date of distribution to the City’s special events coordinator. 

15. Additional items and fees may be required. Staff will contact you if a supplemental application form or additional 
items are needed. 

16. A final list of conditions of approval will be supplied to the applicant upon issuance of the Special Event Permit. 
Compliance with the conditions imposed is mandatory. Failure to comply with the conditions is grounds for revocation 
of the permit. The permit shall be kept on site at all times during the event and shall be made available for review 
to any representative from the City upon demand. 

 

FEES: 

The following is a list of various fees that may apply to events. 

a. Special Event Permit application fee.....................................................................................................$63.00 
b. Police Officer rate per hour..................................................................................................................$134.88 
c. Police Sergeant rate per hour...............................................................................................................$178.66 
d. Police Lieutenant rate per hour............................................................................................................$240.03 
e. Fire/EMS Standby per hour.................................................................................................................$127.94 
f. Fire Captain rate per hour....................................................................................................................$152.10 
g. Fire Battalion Chief rate per hour........................................................................................................$169.76 

 Additional fees may be required for Fire Department equipment. 
h. Public Works rate per hour (3hr min) .................................................................................................$105.00 

 Includes vehicles and traffic control equipment. Additional fees may be required. 
i. Parks and Rec. staff rate per hour..............................................................................................$15.00-$80.00 

 Depending on nature/use of event. 
j. Cleaning deposit, if required 

 
All fees are subject to change. The application fee is due at the time the application is submitted. All additional fees shall 
be paid at least ten (10) business days prior to the scheduled event. Failure to pay all additional fees at least ten (10) 
business days prior to the event will constitute grounds for revocation of the permit. 
 
  

mailto:mltoledo@folsom.ca.us
http://www.folsom.ca.us/government/finance/business-licenses
https://www.arb.ca.gov/portable/portable.htm
mailto:planningepc@folsom.ca.us
https://etrakit.folsom.ca.us/etrakit/
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Return to: Community Development 
Email: shannum@folsom.ca.us 

Counter Hours: M-F 8:00am-1:00pm 
50 Natoma Street, 2nd Floor 

Folsom, CA 95630 
 

SPECIAL EVENT PERMIT APPLICATION & CONTRACT Permit No.   
Complete and submit the Application & Contract Form to the Community Development Department at least 60 days prior 
to your event. Event narrative, site plan, and $63.00 application fee are due at the time of application. 

Applicant Name:  Organization:   

Applicant Address:    

Applicant Phone: (            )  Applicant Email:   

Day-Of Contact Name:  Phone: (            )   

Event Name:    

Proposed Event Date(s):  Alternate Date(s):   

Event Location:     

Event Type:  Expected Attendance (per day):  

Event Start Time:  a.m./p.m.    Event End Time:   a.m./p.m.   

Please mark your responses to the questions below: 

☐ YES ☐ NO Is the event on City property? 
☐ YES ☐ NO Will there be amplified sound? 
☐ YES ☐ NO Will the event involve the use of a generator? 
☐ YES ☐ NO Will the event involve any off-site signage? 
☐ YES ☐ NO Will there be mobile food trucks or mobile food vendors? 
☐ YES ☐ NO Will there be cooking on site? 
☐ YES ☐ NO Will there be tents, canopies, or temporary structures?   
☐ YES ☐ NO Will alcoholic beverages be served? 
  An ABC license may be required when alcohol is sold. 
☐ YES ☐ NO Will roads need to be closed for the event? 

  If yes, a list or diagram of street closures is required with your application. Upon staff 
determination, a licensed engineered traffic control plan may also be required. 

☐ YES ☐ NO Will you be using the City of Folsom Streets Department for Traffic Control? 
  If no, please specify which company you will use:  

It is the event organizer’s responsibility to know the laws and regulations that apply. 

If the permit is granted, this application and supporting documents form a contract between the City of Folsom and 
the Applicant relating to the described event. Applicant then becomes contractually obligated to the City regarding 
all requirements of the issued permit and agrees to protect, defend, indemnify and hold harmless the City of Folsom 
and its officers, agents and employees from and against any loss, injury, damage, claims, actions or lawsuits arising 
out of or in connection with the event or the intentional or negligent acts, errors or omissions of the Applicant, 
volunteers, agents and event participants, including those caused by negligence of the parties being indemnified 
and/or any dangerous condition of property of the parties being indemnified. 

As the Authorized signee, I am agreeing to the terms and conditions stated in the contract above. 

Applicant Name (Print):    

Authorized Signature:   Date:   



 

 

 

 

SPECIAL EVENT PERMIT 

INSURANCE REQUIREMENTS 

 

Liability insurance is required for all events on public property and certain events determined by the City. 
When required, coverage must  be  a  minimum  of  $1  million  per  occurrence,  and  must  include  a  
separate  endorsement  that  makes  the insurance  primary and  non-contributory  and  either specifically  
names  the  City  of  Folsom, its  officials, employees, agents and volunteers as additional insureds or 
has appropriate blanket coverage. Insurance must be on a per occurrence basis; claims-made coverage will 
not be accepted. The named insured must match either the name of the “Applicant” or the “Organization” 
to be valid. All coverage available to the named insured shall also be available and applicable to the City 
of Folsom. NOTE: Lack of insurance will result in cancellation of the event and the Special Event 
Permit.   

All insurance  documents  must  be  submitted  no  later  than  ten  (10)  business  days  prior  to  the  
event.  Some event promoters and insurance companies have experienced difficulty with providing timely 
and accurate insurance documents, so it is best to obtain these early. City staff will gladly assist with a 
preliminary review of the insurance documents. An example of the required documents is included at the 
end of this packet. If you have questions on insurance, contact the City Attorney’s Office at (916) 461-6025. 

A sample policy is included on the following pages for reference. 



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

INSURER(S) AFFORDING COVERAGE

INSURER F :

INSURER E :

INSURER D :

INSURER C :

INSURER B :

INSURER A :

NAIC #

NAME:
CONTACT

(A/C, No):
FAX

E-MAIL
ADDRESS:

PRODUCER

(A/C, No, Ext):
PHONE

INSURED

REVISION NUMBER:CERTIFICATE NUMBER:COVERAGES

IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS 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).

THIS CERTIFICATE IS 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 CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
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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.
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CANCELLATION
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ACORD 25 (2016/03)
© 1988-2015 ACORD CORPORATION.  All rights reserved.

CERTIFICATE HOLDER

The ACORD name and logo are registered marks of ACORD

HIRED
AUTOS ONLY

10/18/2022

East Main Street Insurance Services, Inc.

Will Maddux

PO Box 1298

Grass Valley CA 95945

Will Maddux

(530) 477-6521

info@theeventhelper.com

Evanston Insurance Company 35378

A

Host Liquor Liability

Retail Liquor Liability Y Y 3DS5473-M2857045

1,000,000

100,000

5,000

1,000,000

2,000,000

2,000,000

Deductible 1,000

Certificate holder listed below is named as additional insured per attached MEGL 2217 01 19.
Attendance: 300, Event Type: Festival & Cultural Event - Indoor and/or Outdoor.

Primary/Non-Contributory wording applies per attached CG 20 01 04 13.
The City of Folsom, its officials, employees, agents and volunteers are additional insured.

Folsom CA 95630

50 Natoma Street

City of Folsom,
Folsom Community Center

(Ea occurrence)

10/24/202210/23/2022

12:01 AM 12:01 AM
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COMMERCIAL GENERAL LIABILITY
POLICY NUMBER: 

EVANSTON INSURANCE COMPANY
THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

ADDITIONAL INSURED – DESIGNATED PERSON OR ORGANIZATION 

This endorsement modifies insurance provided under the following:
COMMERCIAL GENERAL LIABILITY COVERAGE FORM

SCHEDULE

Name Of Additional Insured Person(s) Or Organization(s): 

A. Section II – Who Is An Insured is amended to include as an additional insured the person(s) or
organization(s) shown in the Schedule of this endorsement, but only with respect to liability for
"bodily injury", "property damage" or "personal and advertising injury" caused, in whole or in part,
by the acts or omissions of any insured listed under Paragraph 1. or 2. of Section II – Who Is An
Insured:

1. In the performance of your ongoing operations; or

2. In connection with your premises owned by or rented to you.

However: 

1. The insurance afforded to such additional insured only applies to the extent permitted by law; and

2. If coverage provided to the additional insured is required by a contract or agreement, the insurance afforded to
such additional insured will  not be broader than that which you are required by the contract or agreement to
provide for such additional insured.

MEGL 2217 01 19 Includes copyrighted material of Insurance Services Office, Inc., 
with its permission. 

Page 1 of 2

The City of Folsom, its officials, employees, agents and volunteers
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B. With respect  to the insurance afforded to these additional  insureds,  the following is added to
Section III – Limits Of Insurance: 

If coverage provided to the additional insured is required by a contract or agreement, the most we
will pay on behalf of the additional insured is the amount of insurance:

1. Required by the contract or agreement; or 

2. Available under the applicable Limits of Insurance shown in the Declarations; whichever is less. 

This endorsement shall not increase the applicable Limits of Insurance shown in the Declarations.

All other terms and conditions remain unchanged.

MEGL 2217 01 19 Includes copyrighted material of Insurance Services Office, Inc., 
with its permission. 

Page 2 of 2



COMMERCIAL GENERAL LIABILITY
CG 20 01 04 13

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

CG 20 01 04 13 Page 1 of 1© Insurance Services Office, Inc., 2012 

PRIMARY AND NONCONTRIBUTORY – 
OTHER INSURANCE CONDITION

This endorsement modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART
PRODUCTS/COMPLETED OPERATIONS LIABILITY COVERAGE PART

The following is added to the Other Insurance 
Condition and supersedes any provision to the 
contrary:

Primary And Noncontributory Insurance 

This insurance is primary to and will not seek 
contribution from any other insurance available 
to an additional insured under your policy 
provided that:

(1) The additional insured is a Named Insured
under such other insurance; and

(2) You have agreed in writing in a contract or
agreement that this insurance would be
primary and would not seek contribution
from any other insurance available to the
additional insured.

POLICY NUMBER: 3DS5473-M2857045
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