
Standard Master Festival and Special event License Review Procedure

Pre Application Discussion - Start 

Applicant Submits Application 
(min of 60 day for Special  Event & 90 

day prior to Master Festival) 

Special Events Department reviews 
application and determines if complete 

Staff sends e-mail confirmation that 
application is complete and enters 

Application is sent out for 
Department Review 

Department feedback is 
gathered and estimated 

City Service Cost is 

Estimated Event Cost and edited  
Event Operational Plan sent to 

applicant  

Detirmine if Council reveiw 
is required 

Create Council Staff Report 

Create  Permit with 
Conditions of Approval 

Pre Event Meeting 
with Applicant 

Required permits are 
issued to Applicant  

Council Review 
(min of 45 days prior to event) 

Council Denies Application or 
requests modifications 

Work with Applicant to modify 

Pre Event Inspections  
are perfomed Event 

Internal & External debrief forms 
e-mailed 

(min of 7 days after event) 

Debrief information 
gathered and  debrief  

summary created 

Final invoice created and sent 
out to Applicant  

Event  ranked by special 
event committee 


