Guidelines for a Successful Event:

e Applications
o City web site www.fortdodgeiowa.org/parks under “FORMS” OR Recreation office located in City Hall.

o DEADLINES: Small — Medium sized event permits must be filed at least 30 days prior to event and
LARGE sized events must be filed at least 90 days prior to event. Please allow 3 weeks for
small/medium and 8 weeks for large events. Unsure of your sized event, prepare as the large event.

Applications may be returned to:
Parks, Recreation and Forestry Department - City Hall - 819 1%t Avenue South — 515.576.7237
Email: rymaehl@fortdodgeiowa.org

e Beer or alcohol - if SOLD, a permit must be obtained by contacting the City Clerk’s office (City Hall, 819 1t
Avenue South). Process will take up to 30 days and requires council action. Permission to sell keg beer will

require approval from the Parks Director. Map of venue will need to be provided with perimeter boundaries
designated for serving area as well as measures used to manage alcohol consumption at the event. If tap
beer is sold, then adequate hand-washing stations must be provided. All draft beer cups are for one time
use and must never be refilled.

e Garbage - All garbage must be removed from site by event organizer.

e Inflatable play attractions, such as jumping pits/slides, are not allowed on public property.

o Insurance - Certificate of Insurance naming the City of Fort Dodge as an additional insured must be

provided upon filing ALL permit requests. (See attachment example)
e Park hours are dawn to 10:30 pm. All events held in public facilities must follow park rules including hours.
Any variation of hours will need council approval.
e Parking - Plan on appropriate spaces including provision for handicap parking for all large events.
e Payment
o Administrative fees are due at the time of filing.
$10 — Simple Events: block parties, caroling
$25 — Moderate Events: runs/bike races, public events and private events held on public property
$100 - Large Scale Events: Music Concerts, Bike/Marathon Races on city streets, markets

All other fees will be determined after review of application.

o Make checks payable to City of Fort Dodge

e Restrooms - If events are held on public property, appropriate restroom facilities must be provided. If not
available on site, a minimum of two (2) portable restrooms per 1000 attendees for non-alcohol events or four
(4) per 1000 attendees if alcohol is served is required.

e Signs advertising your event may not be placed in the public right-of-way without prior authorization.

e Smoking areas on public venues must be clearly separated and defined according to the State of lowa
Smoke Free Act.

e Street closure - If requesting street/parking lot closure, the FDPD must approve all road/street closures at
will define how traffic will be detoured and notified. Each street is different and FDPD will make all decisions.

e Street/pavement markings - No markings (paint) of any kinds on city streets, sidewalks or alleys.
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Tents — inspection is needed depending on the size and enclosure status of the specific tents for any event
open to the public or on public grounds. Call Asstistant Fire Chief Lenny Sanders at 515-573-2871 for

arrangements prior to event.

Site Plan and Run/Bike/Walk Route Map Information

An event site plan (map) for those events over 500 OR route map for any runs/bike rides must be submitted

with application in order to be considered. The following elements that pertain to this event include:

An outline of the entire event venue including the names of all streets or areas that are part of the venue
and the surrounding area.

The location of proposed infrastructure including: fencing, barricades, port-a-potties, parking, handicap
parking, cooking areas and vendor locations, generator locations and/or electrical source, staging for vehicles
and trailers.

Location of all tents and temporary event structures.

Emergency staging and access. The emergency access also pertains to the minimum 20’ access lane
throughout the venue.

Route map - route of event along with all designation of 1% Aid stations, security, parking, registration etc.

Special Notes Regarding Food/Beverage Booths and Tents:

Any event that uses any type of heating or cooking device will need (at minimum) one 5# fire extinguisher

available, in a conspicuous location and readily accessible for use at each booth.

All propane cylinders will need to be secured or placed in rack to prevent tipping and inspected by FDFD.
Any tents over 400 square feet that are enclosed OR 700 square feet and open will need an inspection.
Deep fat fryers: all food vendors operating a deep-fat fryer are required to also have a Class K fire
extinguisher that is a minimum size of 1.5 gallons (6 Liters) with a current inspection tag by a certified
company. The extinguisher gauge shall be in the green and inspected within one year of the date of the
event by a certified company.

Water: All food vendors must have access to an adequate and protected source for potable water. If hoses
are used, they must be NSF approved and appropriate back-flow prevention devices must be in place on all
hose bibs.

Beer vendors and Licensing: Food service volunteers or employees complaining of illness involving vomiting
or diarrhea within the previous 24 hours must be excused from food handling.

All electrical cords shall be free of physical damage. They shall be the grounding type and cord ends shall
be UL listed and in good working condition. If cords are in pedestrian traffic all must be secured to prevent

tripping hazards.
Special Notes Regarding Fireworks or other Pyrotechnics

Please provide a site map of the exact location of shoot or display.

Provide the Pyrotechnic certification as well as name and number of responsible shooter.
Firework site must be inspected by the FDFD prior to shoot. Those arrangements can be made by calling
Asstistant Fire Chief Lenny Sanders at 573-2871.
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) City of Fort Dodge
— Event Permit

Application fee due at the time of filing the permit
Application must be complete — incomplete requests will not be reviewed

Venue map must accompany permit where applicable
Pre-planning meeting (2 months out minimum) will be required for all events over 500

Name of Event

Organizer (individual or agency)

Phone #

Address

Email

Location of Event

Where will event take place Address

Date of event Timeframe

Details of Event

Will beer/alcohol be available at this event (please circle) Yes No
Will concessions be sold at this event (please circle) Yes No
Will music be provided (please circle) Yes No

Number of people at your event (estimate)

Reason for event (circle) Run/bike Festival Parade Concert Market Block Party Other

Briefly describe your event

| agree that the information provided is accurate and understand that fees will be assessed
for requested city services as well as replacement costs if necessary and
| will abide by the regulations as it pertains to this permit application.

Signature Date

Return application to the Parks, Recreation and Forestry Department at City Hall or email rymaehl@fortdodgeiowa.org
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City Services and Related Costs for Events

Parks Départrhent — Pick up/return hours are 7:30 am to 3:00 pm Mbnday - 'Fﬁday

Pick up date: Return date:

Event Needs Replacement | Qty Rental Rental Sub Total
Cost Picked Up Delivered
Garbage cans $20/can $5/can $10/can
Picnic tables $500/table $10/table $20/table
Special Event Delineators $30/cone $5/cone $10/cone
Special Event Full Trailer $15,000 NA $500/day
*includes delin, trash cans, safety
barrels, A frames in a lockable unit
Dept. Total
Public Wdyrks - Piék l;b/return hours are 7:30 am to 3:00 pm Monday - Friday
| Pick up date: Return date:
Event Needs Replacement | Quantity Rental Rental Sub Total
Cost Picked Up Delivered
Barricades $50/set $20/set $20/set
$30/A-frame —Aframes + $80 charge for
$20/board | __Boards Heltieniapiciaty
Barricades Type III $200 $60/day $60/day/sign
(Used for road closures) + $80 charge for
delivery/pickup
Fencing $50/100’ $35/100 feet | $35/100 feet
(100" w/5 posts) + $80 charge for
delivery/pickup
Electrical panel $100 $10 $10/panel
+ $80 charge for
delivery/pickup
Electrician NA —Hours NA $60/hr
(Monday-Friday only)
Electronic signs $20,000 X $250/day/sign
(limited availability) + $80 charge for
delivery/pickup
Sweeper (operator) NA —Hours NA $70/hour
Quarry lights $5,000 $70/hour
Dept. Total
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Facility Rentals — deposits must be made with a separate check

decorative light poles—not installed by city staff)

Site Rent Deposit
Enclosed shelters (Oleson, Snell-Crawford, Loomis, Hydro Electric) $75 $100
Loomis Park Octagon shelter $25 $100
Open Shelter (Loomis, Oleson, Snell-Crawford, Phinney) $25 NA
Oleson Park Bandshell *additional $50 charge for lights/fountain (3 hr max.) $250 500
Parks/Green Space (facilities with modern restrooms) $50 NA
Parks/Green Space (facilities without modern restrooms and last more than 2 $25 NA
hours, event organizer MUST provide portable restrooms)

Harlan Rogers Sports Complex Parking Lots $1000 NA
Riverfront Park located at 3™ North and Central Avenue $500 $500
City Square (portable restrooms required for event over 2 hours) $25 $100
Gazebo on Central (portable restrooms required for event over 2 hours) $25 $100
Sunkissed Meadows Disc Golf Course/Green Space $500 $500
City owned Parking lots/Streets for festivals/markets/concerts $250 NA
Trail usage $25 NA
Road Banners (must be 18’ above the crown of the road & not attached to the $25/banner | NA

Other

Any other comments:
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Fort Dodge Police Department

Event Needs Fee # of Total Timeframe | FDPD Location Sub Total
FDPD Hours Requested Requested
Officer $75/hr
OT Fee

ATV $80
Squad Car/Lights | $25

Event Organizer: In case of event questions, the FDPD should contact

at for updates or clarifications before or during the event.
If not using the FDPD for security services, please fill out the following information:
1. Security Organization:
2. Contact Information: Name: Contact #:
Fort Dodge Fire Department
Event Needs Fee # of Total Timeframe | FDFD Location Sub Total
FDFD Hours Requested Requested
Firefighter/EMS $75/hr
OT Fee

Pumper $80
ATV $80
Ambulance $70
Commercial $70
Fireworks Inspection
Rescue Boat $70
Tent Inspection* $30
Food Truck Propane $30/ | Food Trucks Locations: | What time can FDFD inspect?
Inspection

Dept. Total

(city property only) Truck

*tents 400 f¥ or more require inspection and compliance with fire code. One exception is tents up to 700 f¥

that are open on all sides do not require an inspection*

Event Organizer: In case of event questions, the FDFD should contact

at for updates or clarifications before or during the event.

If not using FDFD for medical services, please fill out the following information:

1. Medical Services Provider:

2. Contact Information: Name: Contact #:
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Summary of City Services and Related Costs

Office Use Only - Date Payment Received

Fee Cit
_ .y Hotel | Other
(info from | provided .
previous . Motel Fundi ng
pages) II’I = Kl nd

Organizer

Responsibility

Parks

Special Events

Public Works

Rentals

Police

Fire

Application

Fee

Total

Application fees based on size of event, amount of City preparation required and organization needed of City Services.

A General Rule of Thumb (but not limited to the following):
$10 for Simple Event (ie. <100 people, block parties/5K)
$25 Moderate Events
$100 Intense Planning

(ie. 101-500 people, larger races, fundraisers)

(ie. 500+ people, with new large events, concerts, shows, markets)

Deposit Due:

Certificate of Insurance Provided: Date:

Department Approval Council Approval

Comments for Event Organizer:
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