
EXHIBIT “A” 

 

SCOPE OF SERVICES 

 
The Fourth of July Event Planner Scope of Service includes providing the following tasks: 
 
Vendor Coordination – Under the supervision of the Special Events Department, the Event 
Planner is responsible for coordinating vendors for City Park activities, including, but not limited 
to: 

 Soliciting Event Sponsors; 

 Vendor Coordination Meetings; 

 Mandatory Vendor Final Pre-Event Meeting; 

 Coordination of all Activity Providers – Rugby, 5K Run, Parade, Volleyball, Breakfast, 
BBQ, Kids & Family Games, Fireworks etc… 

 Securing Entertainment for Park and Parade;  

 First Aid/Lost and Found, Park Access/Security;  

 Public Services such as temporary trash, recycling, and restrooms, in coordination with 
environmental sustainability standards, as well as other utility, power and 
stage/temporary material or structure set up;  

 Residential and Parking Mitigation in coordination with Transportation Planning; and 

 Park Activity Volunteer Coordination. 
 
Parade & Participant Coordination – Under the supervision of the Special Events Department, 
the Event Planner is responsible for coordinating the 4th of July Parade, including, but not limited 
to: 

 Mandatory Parade Participant Pre-Event Meeting;  

 Managing parade application entries;  

 Securing parade entertainment (including musical entertainment & flyover);  

 Participating in the parade selection/coordination committee;  

 Organizing parade entrant line up (order of parade applicants);  

 Coordination of Parade volunteers; 

 Coordinating with other activities or events that may be political in nature (first 
amendment activities); 

 Coordinating with other activities or events that may be permitted within City or County 
jurisdictions to ensure the best possible outcome for transportation planning; 

 Managing parade course including coordination of emcee/public relations, street 
closures, drop off, pick up, and parking, in coordination with transportation planning and 
community engagement; and 

 Participating in parade safety and security planning.  
 
 
 
 
Fireworks & Evening Event Coordination – Under the supervision of the Special Events 
Department, the Event Planner is responsible for coordinating the 4 th of July fireworks and 
evening events, including but not limited to:  

 Coordinating with other activities or events that may be permitted within City or County 
jurisdictions to ensure the best possible outcome for transportation planning;  



 Coordinating the event with transportation planning – both for traffic ingress and egress, 
bus, bike, and walk promotions, transit and taxi/rideshare coordination; and 

 Afternoon/ evening activities and firework coordination at Park City Mountain Resort 
Base. 

 
Volunteer Coordination - Under the supervision of the Special Events Department, the Event 
Planner is responsible for coordinating the 4th of July volunteers, including, but not limited to: 

 PR and outreach for volunteers;  

 Mandatory Volunteer Pre-Event/Appreciation Meeting;  

 City Park Vendor Activities; 

 Parade Course and Participants; 

 Post Event Clean Up; and 

 PR and outreach. 
 
An anticipated schedule of work requirements for the Event Planner is outlined below.  
 



Week of May 5 10

Regular Work Week and Business 

Hours

Coordination Meetings, Final DRAFT 

Review of parade, volunteer and vendor 

applications

Week of May 12 10

Regular Work Week and Business 

Hours

Coordination Meetings, Release Parade 

Float & Volunteer Application

Week of May 19 10

Regular Work Week and Business 

Hours

Final Fee Reduction Announced, 

Coordination Meetings, Draft site plans, 

Draft 4th of July Transportation & 

Communications Plans Due

Week of May 26 10

Regular Work Week and Business 

Hours Finalize all City Park Vendors

Week of June 2 10

Regular Work Week and Business 

Hours

Final DRAFT Site Plans, Parade 

Applications Due, Final DRAFT 

Transportation and Communication 

Plans Due

Week of June 8 20

Regular Work Week and Business 

Hours

Late Parade Applications Due, Finalize 

Volunteer Positions, FINAL 

Transportaion and Communications 

Plans Due

Week of June 16 20

Regular Work Week as well as 

possible work on weekend and 

outside of normal business hours

Finalize parade line up, vendor and 

volunteer logistics, coordination 

meetings, ongoing city park and 

volunteer and event coordination, 

Transportation & Communications 

DRAFT Docx

Week of June 23 25

Regular Work Week as well as 

possible work on weekend and 

outside of normal business hours

Finalize all parade, and city park 

operations and logistics. This includes 

separate volunteer, parade and vendor 

information meetings. Full execution of 

Communications and Transportation 

Week of June 30 40

Regular Work Week as well as 

possible work on weekend and 

outside of normal business hours

Event execution Sunday through 

Wednesday, Fourth of July requires up 

to 15 hours of work; this week includes 

event set up, execution and clean up. A 

Majority of the work is done outside of 

meetings and requires physical labor.

Week of July 7 20

Regular Work Week and Business 

Hours Summary and debrief meetings

Week of July 14 10

Regular Work Week and Business 

Hours Summary and debrief meetings

Week of July 21 5

Regular Work Week and Business 

Hours Final debrief meetings

Week of July 28 5

Regular Work Week and Business 

Hours Final wrap of event

Total Hours for the Project 195

 



Additionally: 

 Applicants must meet all Park City Municipal Corporation insurance requirements.  

 Application must meet all Federal and State employer requirements. 

 Applicants must include all expected equipment costs to perform the work in bid.  

 Applicants must include what type of training hired employees receive, as well as a 
summary of training given to applicant’s employees. 

 Applicants must include all costs for personnel hourly rates. 

 Applicants must include overtime rates and miscellaneous costs in bid. 

 Applicants must include all costs and explanations of costs of any management or 
administrative fees.  

 Applicant must include a statement of experience providing these services including the 
size of other events.  

 A 2-hour mandatory pre-event meeting and training is required for volunteers, parade 
participants, and vendors and is required as part of the scope with PCMC staff, as 
included in scope above.  

 


