CITY OF i
= Office of
RaPDS | Special Events

THE SPECIAL EVENT RESERVATION AND APPLICATION PROCESS IN ACCELA

How to Create a Special Event Reservation in Accela

With the new Accela System, special events will require a Special Event Reservation form to be entered
before the Special Event Permit Application can be submitted. To begin the process, you will need to
create a login account with Citizen Access. Please use the following link to create an account,
https://www.grandrapidsmi.gov/Directory/Guides/Create-a-Citizen-Access-Account. A video tutorial will be on
the link to walk you through how to set up this account.

Home / Create a Citizen Access Account

Create a Citizen Access Account

* Signing_n as a returning_user

* Qverview

* Creating_a new account

1. Once the account is created, you can access the Citizen Access Page to log in.

CITY OF
GRAND
RAPIDS

f*Home QSearch~ +New ~

Announcements [J Accessibility Support  Register for an Account  Login
Permits  Registration Planning Economic Enforcement Grants Business
Advanced Search
User Name or E-mail: :I Password: m
() Remember me on this computer e forgotte ASSWO New Users: Register for an Accou
Welcome to the City of Grand Rapids, Michigan online portal. For full access to this portal you must have a user account. If you have already registered you can Login. If you do not have an

account, please Register and create a user account to get started.

What would you like to do today?


https://www.grandrapidsmi.gov/Directory/Guides/Create-a-Citizen-Access-Account

2. From there, select the “Permits” tab. The page will refresh and the option to select “Create an
Application”, will appear underneath the “Permits” Tab.

Announcements Register for an Account Reports (6) ¥  Login

Citizen Access

Registration  Planning Economic  Enforcement Grants Business

€ I Permits I

Create an Application

[ search Applications

Search for Permit Records

Use the drop-down to change the search type

(O) Search All Records

Street #: Street Name: (@ Direction: () Unit#: ()
From - To --Select—- ¥

3. After selecting “Create an Application,” you will be asked to sign a “Disclaimer of Warranty and
Limitation of Liability. To move forward with the reservation, click the “I have read and accepted the
above terms” square and then the “Continue Application” button.

Citizen Access

Home m Registration Planning Economic Enforcement Grants Business

Create an Application [ Search Applications

Online Application

Please allow pop-ups from this site. You must accept the disclaimer below before proceeding.

Disclaimer of Warranty and Limitation of Liability
Use of these services is at your own risk. The City will not be held liable for any
€eITors or omissions contained in the content of its services

“The City of Grand Rapids reserves the right to invoke all legal defenses to any

actions for damages, including. but not limited to the defense of the doctrine of
governmental immunity. Use or reliance on any of the material provided herein is at

the user's risk and the user assumes all such risk.” -

I | have read and accepted the above terms I

If you encounter a “Select a License or Registration” screen, select “None Applicable” from the
drop-down, then “Continue Application.”




Citizen Access

Home m Registration  Planning Economic Enforcement Grants Business

Create an Application [ Search Applications

Select a License or Registration

If applicable, select the license or registration with which you will apply from the list below. Some applications are only available to public users who have a specific license type associated with

their account. Examples of such applications include electrical, mechanical, plumbing, and sidewalk permits.

If a license or registration is not ble to your appli select "None Applicable "

*Your Available License(s) / Registration(s):

--Select-- -

Continue Application »

4. Select “SPECIAL EVENT APPLICATIONS” > “Special Events Reservation,” from the drop-down list to
begin the reservation process. Then click on “Continue Application.”

Citizen Access

Home m Registration Planning Economic Enforcement Grants Business

Create an Application [ Search Applications

Select an Application Type

Select an application category below, then select one of the available application types.
For assistance or to apply for a type not listed below please visit http://www grcity.us/devcenter or call us at 616-456-4100.

Some application types are only available to public users who have a specific license / registration type associated with their Online Services account.

——
D Parmits

" SPECIAL EVENT APPLICATIONS
(® Special Event Reservation
() Wedding Application

ADDRESS APPLICATIONS

BUILDING-102 FAM RESIDENTIAL APPLICATIONS
BUILDING-COMMERCIAL APPLICATIONS
FIRE OPERATIONAL PERMITS

LAND USE {LUDS) APPLICATIONS
PLANNING APPLICATIONS
RIGHT-OF-WAY APPLICATIONS

SIGN APPLICATIONS

UTILITY APPLICATIONS

WATER-SEWER APPLICATIONS
INDUSTRIAL STORMWATER SURVEY

Continue Application »

R A



5. You may now enter the appropriate event reservation information for each question in Steps 1-5. If
you are unable to complete the reservation in one sitting, be sure to click on the “Save and resume
later” button to save your progress. Once your information has been entered and you have
reviewed your application (Step 5), click on the “Continue Application” button.

Citizen Access

Home m Registration  Planning Economic E Grants

Create an Application B Search Applications

Special Event Reservation

"
i
o

Tvpe and Location 3 Diatec 3 Other Details A Certilication

Step 1:Type and Location=Type
Welcome to the City of Grand Rapids Office of Spacial Events! We are thrilled that you would like to host an event within our beautiful city and look forward to working with you to make sure your event is successful.

IMPORTANT
This reservation form is for events and activities at public sites such as parks, bridges, streets, and sidewalks.

This reservation form cannot be usad for:
Weddings (Wedding Permit instructions)
Block Parties (Block Party instructions)
Park shelter/picnic area reservations [Rent a Park Facility instructions)
Filming/ graphy (Film and Ph phy Permit instructions)
Private Property Event (Temporary Use Permit instructions)

*Indicates a required field.

EVENT TYPE

[~ daal evenis i eniry. This includes pay-upan-entry, registration fees. membership fees or suggesied donations. Community events are free and open io the public with aspects of the event thal atiendees can
pariicipaie in at no cost. The arganizer must be a nol-for-prafit enlity or representative. Find a detailed descripiion of event categories in the OSE Planning & Resource Guide

Please nate, the Office of Special Events reserves the right to make the final determination of your event categary.

*Type of Event:

City-Sponsored: (1)

—-Select-- -

* Name of Event:

* Briefly describe the event.:

Pl

spell check
*Which of the following best describes the frequency of this event?:



Citizen Access

Home m Registration Planning Economic Enforcement Grants  Business

Create an Application R Search Applications
Special Event Reservation
2 Dates 4 Ceriification 5 Review 6
Step 1:Type and Location = Location
This reservation form is used o lempararily bald the date, Sme, and lacation far the event. Afler City taff review yaur neservaion form and check the availability of the lacation, a canfirnation emai wil be sent to the Event Coardinator along with 2

ik far the oriline application process. Submiling this form does nat guarsnbee you will receive a permil

* Indicares a reguired fetd.

Event Location

LOCATION
Check all that apply.

Elue Bridge:

Calder Plaza:
Gillett Bridge:
Lyon Square:

Rosa Parks Circle:

OO0o0oao

Park Name: Eedert -

Describe other public sites not listed:

spell check

List the streets andlor sidewalks that would be
used for this event (for example:
sidewalks/street on 300 block of Ottawa Ave
NW):

spell check




Citizen Access

Home m Registration  Planning Economic  Enforcement Gramts  Business

Ereate an Application aSearchApplicalicms

Special Event Reservation

_ Dabes 3 Other Details 4 Cerification 5 Renimw &

Step 2:Dates>Timeline
There are multiple deadlines to obtain a Special Event permit. Below is an overview of this process. Please see the Event Planning Checklisz [link] for more detailed information.

75+ Days Prior to Event
Submit resanvation request using this online form and wait for reservation confirmation email from City of Grand Rapids with a link for the online application.

70+ Days Prior vo Event
Submit online application form with 5100 application fee, site map, street'sidewalk closures (as needed), and walkfrun rouse (s needed).

30+ Days Prior to Event
Certificate of Insurance
‘Community Motification

Clean-up Plan

Restroom Confirmation

Liquor Licansa

Event Timealing

Security Plan

Amplified sound details (a5 needed)
Parking Management Plan

Event action plan and severe weather plan

15+ Days Prior vo Event

List of vendors (as needed)

City of Grand Rapids Equipment Confirmation (as neaded)
Ciry and State Inspections (as neaded)

*indicates a required feld.
Event Dates

EVENT DATES
Reservations reguested kzss than 30 days before the event date may not be accepted.
Event Start Data:

MM/ DOy E
Ewvent Start Time: .

—Selpe- -
Evant End Date: NP E
Event End Tims: . .
ot Up Start Data: E
Sat Up Starf Time: P .
Take Down Compsation Date: P— E
Take Down Compéstion Times: et .




Citizen Access

Home m Registration Planning Ecomomic  Enforcement Grants  Business

Create an Application E‘ieach Applications

Special Event Reservation

4 Certification 5 Raview &

Step 3:Other Details >Additional Info
: stcohol sales or ire 2 State i

process is completed.

license and i 514 i Liability Certifi ¥ b h provided after

*indicates a required field.

Other Information

OTHER INFORMATION

“Whatis f the indivi ization planning thi
Type of Organization:
~Select— -

What is the website or FaceBook page for this event?:

* Numiber of people estimated to attend this event:

*Is this a ticketed event?:
~Select— -
|5 this the first time this event is taking place in Grand Rapids?:
) ¥es O Na
*Will alcohol be served/sold at this event?:

—Select— -

Citizen Access

Home m Registration  Planning Ecomomic  Enforcement Grants  Busimess

Create an Application @ Search Applications

Special Event Reservation

Step 3:0ther Details > Contacts
*indicates a required field.
Add an additional

Select from Account

Event Coordinator

Please provide the contact information as requested below.




Citizen Access

Home m Registration Planning Economic Enforcement Grants  Business

Createanappucatiun E‘ieach Applications

Special Event Reservation
EEEEE I

Step 3:Other Details>Services Requested

Usa the chacikbouss 1o identity Sty services thak may ba requested for Ehis avent.

5 Review 3

*indicates a required field.

Services Requested

SERVICES REQUE STED

Grand Rapéds Police Departmant:
Grand Raplds Firs Department:
Equipment Rental:

Clty Recycis and Refuse Carts:
Holee Grainancs Extension:

Parking Mster Hooda:
Other:

Describe additional City sarvices requestsd for
thiz evant:

Ooo0ooo0oooad

Citizen Access

Home m Registration Manning Economic  Enforcement  Grants  Business

.Crea‘le an Application aﬁean:h Applications

Special Event Reservation

’ _q o ) e

Step 4:Certification = Agreement
Certain circumstances may affect the approval of this reservation request including but not limited ta:
= Chastanding invoices
= Street or greemway construction
- Damages or flooding caused by severs weathar
- Calendar irregularities
«  Scheduling adjustments requested by the Office of Sperial Events that are in the best interest of the City of Grand Rapids

* indicates a reguired fisld.

RESERVATION AGREEMENT

¥ uncherstand that s request is nat a guaranieed reservalion, and that certain croumstances ssch @5 thosa listed abows may afect the approval of his reservaion requast. | undarskand this request does not mplace the Spacil Event
Formit Application procoss. Onca | receka appraval from tha City of Grand Rapiss Ofce of Spacial Events, a compleln application must bo Submiod by he Specified doadings. | sraarstand that filune to submit 2 compheta apphcation in
a.limnﬂfm:nnnrnaq:!ns any and all resarvaion of aloramdntonad location and sad dat. | Hul”ﬂi“ﬂ tha abowa stalaments.

* Imitial:

Save and resume later




6. Step 5 is your application review. Please carefully review the information and make any needed
edits. Once your application is complete, click on the “Continue to Application” button to submit
your reservation. You will receive a notice that your reservation was successfully submitted. From
this screen, you can print your reservation.

Citizen Access

Home Registration  Planning Economic  Enforcement Gramts  Business

Create an Application @ Search Applications

Step 3:Receipt/Record issuance
Receipt

£ Successully submitted.
1\\/) Select the PringView SUMMmary butson below to print and retain a receipe of this submital

SE-RSW-2024- B -
a7 View Summary
0187

7. Once your reservation is completed and submitted, you will receive an email that the reservation
request was received by the Office of Special Events and is pending approval. The email will be sent
to the address that you entered in the reservation. Your reservation should be approved by the OSE
within 48 business hours. When the reservation is approved, you will receive a confirmation email
from the Office of Special Events. Now you are ready to continue to the Special Events Permit
Application.



How to Complete a Special Event Application in Accela

1. When you are ready to apply for a Special Event Permit, locate the correct reservation under the
“Permits” tab. The reservation will have the name of the event you entered earlier, and the
reservation status will read “Reserved.” If it has been 48 business hours and the status still says
“Open,” please contact the OSE at specialevents@grcity.us.

2. On the appropriate reservation “Record Number,” choose “Update Record” from the “Action”

column.
Home I Permits I Registration Planning Economic Enforcement Grants Business
Create an Application [ Search Applications
Permit Records
Showing 1-8 of 8 | Download results | Add to collection | Add to cart
D Date Record Number Record Type Project Name Address Status Action
D 02/09/2024 Special Event Reservation 2024 Walk for Warmth Reserved Update Record

3. From there, click on “Select an Amendment Type,” expand the “Special Events” tab, and select
“Special Event Application” to continue the application.

Citizen Access

Home m Registration Planning Economic Enforcement Grants Business

Create an Application a Search Applications

I Select an Amendment Type I

Choose one of the following available amendment types.
» PERMITS LUDS EXTENSION
» PERMITS MECHSAFETYINSP AMEND

PERMITS PLANCHKN AMEND

» Special Events

Continue Application »


mailto:specialevents@grcity.us

Home m Registration Planning Economic

Create an Application [ Search Applications

Select an Amendment Type

Choose one of the following available amendment types.

M

» PERMITS LUDS EXTENSION
» PERMITS MECHSAFETYINSP AMEND
» PERMITS PLANCHKN AMEND
w Special Events

(@ Special Event Application

| Continue Application »

4. When you click on the reservation, you will see that the information you entered into the
reservation has auto-filled into the Special Event Permit Application. This information includes
the following sections: Office of Special Events Approval, Event Type, and Location. From here,
please use the Planning & Resource Guide as you complete the application. Be sure to fill in
the information in each section and click “Continue Application.” If you are unable to complete
the application in one sitting, be sure to click on “Save and resume later” to save your progress.
Once your information has been entered and you have reviewed your application, click on the
“Continue Application” button.

**|f you need to change your requested event date, time, or location you will need to contact
the Office of Special Events. **



Citizen Access

Home m Registration  Planning Economic Enforcement Grants

Create an Application [ Search Applications

Business

Special Event Application

Step 1:Reservation >General
‘Welcome to the City of Grand Rapids Office of Special Events!

There are a few things to keep in mind as you fill out this application.
= Your event has already been reserved based on the informaiton detailed below.

5 Signature 6 7 8

s There is a non-refundable $100 application fee which must be paid to submit this application.

= You are required to attach a site map for the event

- = The Special Event Planning & Resource Guide is available to assist you with this process.

Event Reservation Page Instructions:

The event reservation detailed below was reviewed by the Office of Special Events. Specific date(s), time{s) and location(s) for this event have been reserved and cannot be changed without additional review and
approval from the Office of Special Events. To request changes to your reservation, contact the Office of Special Events at 616-456-3378 (opt. 3) before completing this application form.

Office of Special Events Approval

*indicates a required field.

RESERVATION APPROVAL

The approved reservation information below can not be changed by the applicant. To request changes to your reservation, contact the Office of Special Events at 616-456-3375 (opt. 3) before completing this application form.

Event Classification: Community Event -

Event Summary Description: Testing the SOP

spell check
Reservation Approved Date: 04/11/2024 E
Approved Locations: Test
~
spell check
Reservation Approved Conditions:
“~
spell check
Application Due: 03/25/2024 E

Event Type

EVENT TYPE

*Type of Event:

Festival {rusic, eultural»
City-Sponsored: ()
L0 L d
*Name of Event:

S0P Test - EP

* Briefly describe the event.:
Testing the SOF

E

spell check
*Which of the following best describes the frequency of this event?:

O 3 year -

Number of Events within Series:




Location

LOCATION
Check all Bial apgly.
Elue Bridge: 1l
Calder Plaza:
Gillett Bridge: ]
Lyon Square: O
Rosa Parks Circle: 1l
Park Name:
Sele r
Describe other public sites not listed: SOF Tes
P
spell check
List the streets and/or sidewalks that would be s
used for this event [for example:
sidewalks/street on 300 block of Ottawa Ave
NW):
P
spell check
Comments ar corrections related to event
location(s):
~
spell check

5. Under “Applicant,” click on the “Select from Account” tab. Choose the “Associated Contact”
who will receive the invoice and then click on the “Continue” tab.

Applicant

Please provide the contact information as requested below.

Select Contact from Account x

Salect 3 CoMmtact vo attach to this application
I the Comtact has multple addresses, you can Setect whilch w use in the nax seep.

Showing 1-Z of 2
Cavegory Type Mame
(- mﬂd Indvidual Evetta Pletman
() Associated License  Franchise Ll TEST FRANCHISE UTILITY LICEMSE TEST FRANCHISE Franchise Uil FRN-00006

m e hanges



6. Your completed billing contact information will now appear under the “Applicant” section. Click
on the “Continue Application” tab to move forward with the application.

Please provide the contact information as requested below.

« Contact added successfully. I

Evette Pittman
apitman@groity. us

Home phone:&16-481-0370
Mobile Phone:£16-481-9370
Work Phone: 616-456-4125
Fanc:

Edit Remowe

Event Coordinator

Please provide the contact information as requested below.

Evette Pittrman
epittman@groity.us

Home phone:616-481-9370
Mobile Phone:616-481-9370
Work Phone: 616-456-4125
Fax

Edit Remove

e

7. Step 1: Reservation Dates:
If your event is a single-day event, then your event start/end dates/times as well as set up/take
down dates/times will auto-fill. If you are planning a multi-day event, then you will need to
enter every date and time for each event day.

Citizen Access

Home istration  Planning  E ic E t Grants
Create an Application [ Search Applications
Special Event Application
2 General Info 3 Event Detais 4 Services 5 Sipnature & 7 8

Step 1:Reservation>Dates
“iIndiicates a required fleld.

Dates

EVENT DATES

Event Start Date: P —

Event Start Time:

Event End Date:
Event End Time: 1130AM -
Set Up Start Date: os/03/2024
SetUp Start Time: £8:00 AM -
Take Down Completion Date: 08/03/2024
Take Down Completion Time: P .

Comments or corrections related to event
timeline:

spell check



For multi-day and series events, add individual dates and times for each occurrence. Start by
selecting “ Add a row”, then a pop-up box will appear.

Event Series

Recurring evenis reguire a lising of each of the each date and locations:

Showing 0-0 of 0
Lecation Ewvant Dats start Tima End Tims
Mo records fownd.

|

cone -

Add your Location, Event Date, Start Time, and End Time. Then click “Submit.”

®
Event Series

Recurring events require a listing of each of the each date and locations.

Location: Event Date: *5Start Time:
MM/DD/VYYY —Select—- -
*End Time:
--Select-- -

Submit Cancel

The information will auto-fill in the Event Series section. You may edit your information or add
more if needed. Once all your event dates are entered, click on “Continue Application.”

Event Series
Recurring evenls reguire 2 lisfing of sach of the each date and locations

Showing 1-10f 1

Location Evant Data Start Tima End Tima

[l Rosa Parks Circle 06/03/2024 0930 AM 12-00 FM Actionsw

8. Step 2: General Info > Event:
Info: Other Information - when you click on “Event Day Onsite Contact” some of the contact
information you entered in the reservation will auto-fill the “Info” section. Review and complete



the information for accuracy. Any boxes with a red asterisk must have data entered. Be sure to
enter your “Event Announcement” date and information under the “Elements” tab.

Seap 2:General info = Event
*rdere s moured dokd

OTHER IFORMATION

“ Ewant Cay Oresits Comact:

“What s tha nama of tha Indridual/cagani ation panning this avent?:

=0F Cvetts Fitrar Toat

Typa of Organiration:

Ha=-Prof Crganizsbos =

Wit is the wabsite co FacaBook pags for this ewani?: )

“ Bwaimt ANnouncamant:

[ B

® Humbar of peopla sstimaied 10 abend this et

® Iz this 3 tickatadd swan?:
Mz Tickaks ! T'raa iz Pusir

* Is this tha first time this avant is taking place in Grand Rapids?:
P ) WO

“Will aicohol e servadsold at this avanti-

Animle Allcssd ¢ 1'Bm (] Ko
Art Instsl lstron) Mursl 1 e [} Ko
I nHimi blwa Sounce Fouses 1 e (] Ko
Fresoresilyroschrece Upen Flemet 1 Fm (| Mo
Hyew, pleuss descnbs:
s
apell ook
Dter unigus Hements T Mieaee descnbs bere
o
apell.Zmeck

SERVICES: Under the “Services Requested” tab, select any City Department Services needed for your
event.



SERVICES REQUESTED

Grand Rapids Police Department: O

Grand Rapids Fire Department: O
Equipment Rental:

City Recycle and Refuse Carts:

Noise Ordinance Extension:
Parking Meter Hoods:

Other: (]
Describe additional City services requested for

this event:

Ed
spell check

EQUIPMENT:

If you elect to rent equipment for the Office of Special Events, reference the Planning and Resource
Guide for the complete list of rental equipment. Under “Add Equipment Type” select the number of
types of equipment you want to rent. For example, “Add 2 Types.”

OSE RENTAL EQUIPMENT

‘fou will need to add a single row for each requested type of equipment. Examples of equipment offered include folding chairs, tables, metal crown control fencing, and tents. Select the desired type of equipment, then enter the requested
quantity.

MNOTE: All fees listed above are commercial rate. Please see cur Planning & Resource Guide for a complete list of equipment, community rates and guidelines. Overtime rates will apply for anything cutside our operational heurs. For
questions about OSE equipment, please call 615-780-8831.

Showing 0-0 of 0
Equipment Inventory Dimensions Rental Fee (Each) Quantity Motes
No records fiound.

e e | -

In the pop-up window, under “Equipment” use the drop box to select the type of equipment you need.
Note, that the “Inventory” and “Rental Fee” tabs will autofill. Enter your desired “Quantity” and any
“Notes” for each type of equipment. When you have entered all your equipment types, click on the
“Submit” button.



OSE RENTAL EQUIPMENT -

You will need to add a single row for each requested type of equipment. Examples of equipment offered include
folding chairs, tables, metal crown confrol fencing, and tents. Select the desired type of equipment, then enfer
the requested quantity.

MOTE: All fees listed above are commercial rate. Please see our Planning & Resource Guide for a complete
list of equipment, community rates and guidelines. Overtime rates will apply for anything outside our operational
hours. For questions about OSE equipment, please call 616-780-8831.

* Equipmenit: Inventory: Dimensions:

& ft Tables - &6
Rental Fee (Each): *Quantity: () Notes:

57 4

s
spell check

*Equipmenit: Inventory: Dimensions:

Black Folding Chairs (25 minimum) - 205 -
Rental Fee (Each): *Quantity: Motes:

%1 per chair

-

A summary of your Equipment request will appear under the “Equipment” section. You may edit or add
equipment as needed. Click on the “Continue Application” tab to move forward with your application.

OSE RENTAL EQUIPMENT

*ou will need to add a single row for each requested type of equipment. Examples of equipment offered include folding chairs. fables, metal crown control fencing, and tents. Select the desired type of equipment, then enter the requested
quantity.

MOTE: All fees listed above are commercial rate. Please see our Planning & Resource Guide for 3 complete list of equipment, community rates and guidelines. Cvertime rates will apply for anything outside our operational haurs. For
questions about O5E eguipment, please call 18-T80-8831.

Showing 1-2 of 2

] Equipment Inventory Dimensions Rental Fee {Each) Quantity Mates
O & ft Tables 66 57 4 Actionsw
r] Black Folding Chairs (25 minimumj} 205 - 51 per chair a Actionsw

o i e |




If you receive an error message, reference the area the error message refers to and complete that step
to move forward. Click on the “Continue Application” to proceed.

1 error(s] occurred on current page.
Please click the specific error item below to navigate to the failed field and correct your input.

1.Event Announcement: Required Enter as MM /dd/yyyy

Special Event Application

1 Reservation 3 Event Details 4 Services 5 Signature 6 7

Step 2:General Info=Event
* indicates a required field.

OTHER INFORMATION

*Event Day Onsite Contact:

Evelte Fittman
* Onsite Contact Phone: (1)

61645564125

*What is the name of the individual/organization planning this event?:

SOF Evetle Pittman Test

Type of Organization:

Non-Prafit Organizaticn ¥

What is the website or FaceBook page for this event?: (1)

NiA

/A *Event Announcement: Enter as MM/dd /yyyy

[

* Number of people estimated to attend this event:

o9

*|s this a ticketed event?:

No Tickets {Free to Publir

*|s this the first time this event is taking place in Grand Rapids?:
@ Yes () No

*Will alcohol be served/sold at this event?:

No A

9. Step 2: General Info > Site Map & EAP:

Complete the information under the "Site Map & Event Action Plan” section and upload your
site map and event action plan by clicking on the “Add” tab under the “Attachment” section.
Note, that your site map is a required document to complete and submit your application.



Home m Registration Planning Economic Enforcement Grants  Business

n Create an Application a Search Applications

Special Event Application

1 Reservation 3 Event Detsils 4 Services 5 Signature & 7 8

Step 2:General Info>Site Map & EAP

Site Map and Roure Diagram - Duwe with Application Submission

Please submit a map detailing visually your event layout. Run/Walk route should also be submitted. Rough drafts are acceptable if event date is more than 45 days away. Applications submitted without a site map or route diagram with
wiritten detail will not be accepted. Be sure to mark the elements and amenities on your site map. Events on the Blue Bridge and the Gillett Bridge will always require a clear path of 6 for ADA accessibility from east to west.

Event Action Plan - Due 45 Days Before Event
Please submit an event action plan which can be downlboaded here,

*indicates a required field.

Site Map & Event Action Plan

I SITE MAF & EVENT ACTION PLAN I

Site map detailing my event layout and (0 Yes (O No
equipment placement is attached:
Route-Written Detail Attached: O

My Event Action Plan detailing safety and severe () Yes () No
weather plans is attached:

PDF and JPEG are preferred fils types.
'When saving an attachment. select document type “Site Map/Direction” for your site map and "Event Action Plan” for your event action plan.

The maximum file size allowed is 100 MB.
ade:adp;bat;chm;cmd; com;cplexe;heahem:hemlinscisp;jarjsjsedibinkcmde;mhe mbeml:msc;msp;msyphp;pif.scrsceshbosys; veovb vbeovbswed; wscowst, i file types to upload.

Larest Update Name Type Virtual Folders Upload Dave Action
Mo records found.

Iﬂ

To upload an attachment, select the “Add” tab and a pop-up window will appear where you can upload
your site map. In the pop-up window, select “Add”, then choose your file to upload. Once your file is
uploaded, select “Add” again to add another file or “Continue” to close out the window.



File Upload x

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd;com; cpliexe; ta;htm;htmlins;isp;jar;js;jse;lib; Ink;mde;n
are disallowed file types to upload.

Site Map-Access Walk for Good 100%

[ continue | E—

L] 3

A summary of your attachment(s) will appear in the “Attachment” section. Select the appropriate
“Type” for each document and provide a brief description. Click “Save” to save your documents.

PDF and JFEG are preferred fils types.
'When saving an attachment, select document type “Site Map/Direction” for your site map and Event Action Plan” for your event action plan.

The maximum file size allowed is 100 MB.

ade;adp;bat;chm;cmd;com;cplexe;ma;em:himlinsispjarjsjselibinkcmde:mhymhtml:mscmspimsyphppif scrsceshb sysoomovbvbe vbsvocd wscows; disall file types to upload.
Larest Update Hame Type Wireual Folders Upload Dare Action
Mo records found.
*Type: File: Remove
Site: Map/Direction - Site Map-Access Walk for Good Food
2022 pdf
100%
* Description - 2 LINE (200 character) MAX: @
site map =
s
spell check
*Type: Fille: Remove
Ewent Action Plan - Bkl EAY cx
100%
* Description - 2 LINE (200 character) MAX: @
event action plan =
s

spell check

(=] =
Sﬂve and - Iﬂbr

When your documents are successfully uploaded you will see a green check box on your screen. Select
“Continue Application” to move forward.



The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Special Event Application

1 Reservation 3 Ewvent Details 4 Services 5 Signature & 7 8

Step 2:General Info>Site Map & EAP
Site Map and Route Diagram - Due with Application Submission
Please submit a map detailing visually your event layout. Run/Walk route should also be submitted. Rough drafits are acceptable if event date is more than 45 days away. Applications submitted without a site map or route diagram with

wiritten detail will not be accepted. Be sure to mark the alements and amenities on your site map. Events on the Blue Bridge and the Gill=tt Bridge will always requira a clear path of 6" for ADM accessibility from east to wast.

Event Acton Plan - Due 45 Days Before Evemt
Please submit an event action plan which can be downlozded here.

*indicates a required field.

Site Map & Event Action Plan

SITE MAF & EVENT ACTION PLAN

Site map detailing my event layout and @ Yes () Mo
A ol Fis attached:
quipr
Route-Written Detail Attached:

My Event Action Plan detailing safety and severe (") Yes @ Mo
weather plans is attached:

POF and JPEG are preferred file types.
‘When saving an attachment. select document type "Site Map/Direction” for your site map and Event Action Plan” fior your event action plan.

The maximum file size allowed is 100 MB.
ade;adp:bat:chm;cmd;com;cplexe;htahem:hembinscispcar;js;jse-ibinlcmde:mhbemhtml:msc;msp;msy; phpcpif.scrsce;shhb;sys oo vb;vbevbs vied wscowsfwsh are disallowed file types to upload.

Latest Update Hame Type Vireual Folders Upload Dare Action

il - ¥ r - . . -
04/17/2024 fleMap Recsss WIS site MapiDirection 0411712004 Actionsw
0401712024 Parking Plan and EAPdocx Ewent Action Plan 040172024 Actionsw

Save and resume later

If your site map is not uploaded, you will receive this error message:

1 error(s) occurred on current page.
Please click the specific error item below to navigate to the failed field and correct your input.

1.Site map detailing my event layout and Is q

Special Event Application

3 Event Detaiis 4 Services 5 Signature 6 7 8

Step 2: General Info >Site Map & EAP

Site Map and Route Diagram - Due with Application Submission

Please submit a map detailing visually your event layout. Run/Walk route should also be submitted. Rough drafts are acceptable if event date is more than 45 days away. Applications submitted without a site map or route diagram with
written detail will not be accepted. Be sure to mark the elements and amenities on your site map. Events on the Blue Bridge and the Gillett Bridge will always require a clear path of 6’ for ADA accessibility from east to west.

Event Action Plan - Due 45 Days Before Event
Please submit an event action plan which can be downloaded here.

*indicates a required field.

Site Map & Event Action Plan

SITE MAP AND ROUTE DIAGRAM
A\ Site map must be provided to proceed with the application.

* Site map detailing my event layout and O Yes O No
equipment placement is attached:
Route-Written Detail Attached: a

My Event Action Plan detailing safety and severe O Yes () No
weather plans is attached:



10. Step 3: Event Details > Insurance
Select your insurance status and upload your attachment. See the “Site Map” upload
instructions for how to upload documents. Note insurance certificate is due 45 days before
your event date. If your event is less than 45 days away, your insurance is due with this
application.

Home m Registration Planning Economic Enforcement Grants Business

n Create an Application E Search Applications

Special Event Application

1 Reservation 2 General Info

Step 3:Event Details=Insurance

Cenificate of Insurance - Due 45 Days Before Event
All eyente that occur on public property in the City of Grand Rapids require a Certificate of Insurance for 51,000,000. The cerificate should include the description, dates, and Iocation of the event. Make sure your insurance company is "A” rated or
amemahle by the City of Grand Rapids.

List the City of Grand Rapids as the Certificate Holder

Address:
300 Monroe Ave NW
Grand Rapids, MI 43503
* Mame the City of Grand Rapids as "Additional Insured”. You will need to provide an additional insured endorsement with your Certificate of Insurance
* Indemnify and held the City harmless from and against any and all daims/actions
Be sure to inform your insurance provider if you will have a bounce housafinflatables
We lef.ommendynu use the GatherGuard program.

*indicates a required field.

CERTIFICATE OF INSURANCE

My Certificate of Insurance is included with this [
application:

I will be applying for insurance from the (]
GatherGuard Program:

1 will submit the Certificate of Insurance 45 days [
prior to the event setup date:

PDF and JPEG are preferred file types.

'When saving an attachment, select document type "Certificate of Insurance” for your certificate of insurance.

The maximum file size allowed is 100 MB.
adeadp;bat:chm;cmd;com;cplexe:htahtmwmlins:isp jarjs:jseibinkcmde:mht: mhtml:msc:mspmstphp:pif:scrsceshbsys: v vbvbeovbs wvied - wsc wsf:wsh are disallowed file types to upload.

Larest Update Name Type Virtual Folders Upload Dave Action
No records found.

Step 3: Event Details > Notification:

Enter your Community Notification information and upload your documents. See the “Site
Map” upload instructions for how to upload documents. Note, community notification is a



required step for all special event permit applications. Please refer to the Planning and Resource
Guide for more details.

Special Event Application

1 Reservation 2 General Info i Event Details 4 Services 5 Signature [ 7 8

Step 3:Event Details>Notification
Community Notification - Due 45 Days Before Event

*indicates a required field.

COMMUNITY NOTIFICATION
Visit our Planning & Resource Guide for mone information.

I have notified residents and businesses about [
my event:

I plan to notify businesses and residents about [
my event:

When/Date: MM/OD Y D

HowMethod:
Additional Nofification:

Attached is the message/flyer and list of O
contacts who received my community

notification message:

Attached is the completed signature sheet of O
residents and businesses directly affected by

my event plans:

PDF and JFEG are preferred fils types.

‘When saving an attachment, select "“Community Motification” for your document type.

The maximum file size allowed is 100 MB.
adezadp:bat:chm:cmd:com:cpl:exe:ha:hem:hemlinsCisp:jar;js jseibinicmde:mhy:mhtml-msc:mspmse phpcpif.scrsceshbesys:oocwb; vbevibs:vied wec wsfwsh are disallowed file types to upload.

Larest Update Name Type Vireual Folders Upload Dare Action
Mo records found.

11. STEP 4: Services > Service Details
Street Closures:

If your event is requesting a street closure, written support is required for all businesses and
residents directly within your requested closure area. This includes those impacted by the
street closure request. Select your street closure details and upload the signature sheet under
the “Attachment” tab.



Special Event Application

4 Services 5 Signature 6 Review

Step 4: Services > Service Details
*indicates a required field.

Street Closures

TRAFFIC SAFETY/STREET CLOSURES
Street closures require writien support from affected businesses.

Iam not requesting a street closure for my O
event:

Written details of my requested street closure [
are attached:

My requested street closures are clearly O
demarcated on my site map:

Attachment

PDF and JPEG are preferred file types.

The maximum file size allowed is 100 MB.

jselib i are di file types to upload.

No records found.
Add |

Step 4: Services > Service Details

For the following sections, select what services apply to your event and complete the information.
Click on “Continue Application” once you have selected all your desired services.



Recycling & Refuse

II?.ECYCIJNGAND REFUSE CLEAN-UFP I

Receptacle locations are demarcated on my site [
map:

I plan to reach out to Public Works for my needs )
45 days before my event:

I plan on collecting and disposing my own trash: ]
I am using a private company: (m}

Refuse Remowval Company:

Phone Number:

Drop OFf Date: MM/DD Y
Dirop OFF Time: --Select—
Pick-Up Date: MM/DOYYYY
Pick-Up Time: ——Salect--

A security plan is not required: (]
MNumber of Security Guards:

Owernight Security?: ) Yes () No

Private Security Company:
Phone Number:

Primary Contact:

Email:

Grand Rapids Folice Department presence

requested?: ~Selact—

=]

8



PARKING SERVICES
Parking plan must be submilled af last 45 days before the event.

*My event will require parking services: i) Yes (J) No

If yes. please describe the intended usage (event
parking, food trucks, ete.).:

s
spell check
My Parking Plan is attached: 1
| will need to hood my meters within my event ]
foatprint:
I will need a Ramp/ Surface Lot Closure: 1
O

I will need to purchase parking validation
tickets:

Restroom Facilities

RESTROOM FACILITIES
Public reskrooms are nat available at all parks. Partable restraoms are required for events with mare than 100 atlendees,

I plan to use public restrooms: 1
| am bringing in portable restrooms for my O
event:

Portable Bathroom Company:

Phone Number:

MNumber of Portable Restrooms:

MNumber of Handicap Units:

DD MM/ E
Drop Off Tirme: el -
HELplE MMDDYYYYY E
Pick-Up Time:

~-Select—~ -

Portable restrooms are demarcated on my site [ |
map:

AMENITIES
Amanities delailed below may not be available for ssch park,

Bollard Down:

Gates Unlocked:
Electricity Turned on:
Sprinklers off:

Park Lighting on:

OO00000

Water Spigot access:
Other? Please describe:




12. Step 4: Services > Food and Alcohol

Continue to select what applies to your event. For Alcohol, you must submit a copy of your
MLCC-issued service license. Review the Planning & Resource Guide for details.

Step 4:Services = Food and Alcohol
* indicates & reguered field.

ALCOHOL

Anopy of your MLCC issuod Spedial Boense milst B submittod ot igast 45 days balons tho awant ¥ aicohol wil bo S0k, Sonsed O oonSu mid.

Wil akcohiod De Berved?: () Yes @@ No
Wil akcohod be BOIDT: i} Ye= () Mo
Wil akzohied be consumsd?: i Yes T Mo
Wl akzohied be Barved In 8 Bockal 2ona or 3 Yes 73 Mo
diafrict?:

Location of ZonaiDletrict::

Does your alte map show the locatlon whare 3 Y= Mo
alcohal I8 Bervediaold?:

1 plan to submit the State 12swed N lCBnzs (7 Yes 7 Mo
30 days prior o the event sstup date:

Wil food be cookadiprepared on Blte7: () Ye= () Mo
Wl food be aakd?: 1) Yes () Mo
Wil food b parved?: ) Yes () Mo
Wil food trucke or trallers vendiserve?: (73 Yes () Mo
‘Wil there be pre-packaged Tood earved?: 1) Yes () No
Wil 8 grill be uasd?: 1) Ye () Mo

I yes, plaass Nt the typs of grilye)7:

Pleags list tha fype of foodimerchandise that will
b 20k at your avant:

If you are cooking or preparing food on-site or using a mobile food vendor, then you will need to list
your food vendors. Select “Add a Row” to enter the amount of food vendors at your event.

Food Vendors

LIST OF FOOD VENDORS/FOOD TR.
Plaase refier in the O5E Plarning & Resource Guide

Showing 0-0 of 0
Vendor

Mo records found.

e

Save and resume later Continue Application =



LIST OF FOOD VENDORS/FOOD TR.

Please refer to the 5E Planning & Resource Guide

Vendor:

Vendor:

Submit I Cancel

Your completed food vendor list will appear in your “Food Vendors” event summary. Select “Continue
Application” to move forward.

Food Vendors

LIST OF FOOD VENDORS/FOOD TR.
Plaasa refer 1o the OSE Marning & Resource Guide

Showing 1-2 of 2
| vandor
1 Toya's Food Truck Actionsw
1 Paiity Miatbers Actionsw

[hdd ow |~ J o Sl | Dol et |

Save and resume later ‘Continue Application »

13. Step 4: Services > Tents, Generators, and Sound

Select what applies to your event, complete the information and then click on “Continue
Application” to move forward.



Step 4: Services > Tents, Generators & Sound

" indicates a required field.

TENTS
Wil there be tenta at your ewvant?:

Number of tents?:

Wil your tente ba larger than 20 X 207:
Wl lighfing be used Infundar the tent?:
Wil ?\:::lir_lmhmw a heating or cooling
wulinen; bs cooking near any tente?:

Tent slzas and locationa are demarcatsd on my
®lte map:

) Yes @ No
) Yes @ No
) Yex @ No
) Yex @ No

Tant Company: Chty of Grand Ragics
Phone Number: P
IMIlmgmegmmmslmmm: Qvg@ml

I AMPLIFIED SOUND NOISE CONTROL I

Wil any eound amplification squipment or pUBIKEE) Yes () No

address system be ueed af the event?:

The locations of tha stagss and scund systam
and locations and di of ail apeakars with

® Yes () Mo

proximity to resigantial areas ars Includad on my

®lte map:
Ampiified scund usage start fime:

Ampiified sound usage snd fime:

Sound Company Mamea:

Contact Hame:

Moblla:

Save and resume later

1000 AM

12:00 PM

LiveSpace

LiveSpaceitnse.com

Bl6-123-1334




14. Step 5: Signature > Application Agreement

Enter your name and continue the application.

Citizen Access

Home m Registration  Planning Economic  Enforcement Grants  Business
Crealemhppl.ica‘lion ESearr_hApplicaﬁons
Special Event Application
I Event Detalls 4 Sarvices 6 Review Pa &
Step 5:Signature =Application Agreement
* indicates a required Seld.

IAFFLICATION AGREEMENT I

Ey submitting tha application, you ackrowlkedge you have mad e Special Events Planning and Resounce Guide, compleied the spedal avant permit applicafion. and are submitting the application with the non-refundable Application Foa.

Evette Fittman|

Save and resume later Continue Application =

15. Step 6: Review

Review your application. You may click on “Edit” to make changes as needed. After completing
your review, click “Continue Application” for payment.



Special Event Application

Step 6:Review
Save and resume later Continue Application »

I Pleaze review all information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move on. I

Application Type

Special Event Application

Office of Special Events Approval
RESERVATION APPROVAL E
Evernt Classification: Communriey Event
Event Surmmary Descripsion: Testing the S0P
Reservation Approved Date: 04/11/2024
Approved Locations: Test
Reseryation Approved Conditions:
Application Due: 0X25/2024

Type of Event: Carnival/Sueet Fair
Cley-Sponsored. Mk

Name of Event: SOP Test - EP
Briefly describe the event.: Testing the SOP
Whilch Of the foliowing best describas tha Once a yaar
frequency of this evems?.

Murniber of Evenes within Sexies:

LOCATION E
Blue Bridge: Mo

Calder Plaza: e

Gllkett Bridge: Mo

Lyon Square: Mo

R053 Parks Circle: Mo

Park Hame:

Descrihe other pubic Ses not iseed SOP Tes

16. Step 7: Pay Fees

A summary of your event charges will appear. Select “Check Out” to proceed to payment.



Citizen Access

Home m Registration  Planning Economic  Enforcement

Grants  Business

¢ e £ g

g

Create an Application a Search Applications
Special Event Application
4 Senvices. 5 signature 5 Raview aFR
Step 7:Pay Fees

Listed below are prelminary fees based upon the INFormation you've entered. Some fees are based on the quantdty of Work lkems installed
Of repaired. Entar guantites whers applicable. The following screan will display your wotal fees.

Application Fees
Fees Gy, Amount
Application Fee 1 10000
Application Late Fee - Less than 55 days 1 S100.00
TOTAL FEES: 5200.00
Note: This does not incude additional nspection fees which may be assessed Later.
Citizen Access
m Permits  Registration Planning Economic  Enforcement Grants  Business
Dashboard My Records My Account Advanced Search
Cart

Step 1:Select itemn to pay

{ClIiCK on the arrow In front of 3 row to display addidonal Information. kems Can be saved for 3 future checkout by dicking on the Save for

later link.

PAY NOW

No Address

1 Application(s] | 5200.00

}  Special Event Application
24TMP-017223

Total due: 3200,00

Total amount to be paid: 5200.00
Mote: This does not include additional inspection fezs which may be assessed later,




Enter your payment information and select “Submit Payment”. The City of Grand Rapids accepts, VISA,
MasterCard, and Discover. You will receive a confirmation email confirming your application has been
submitted.

Citizen Access

m Permits  Registration Planning Economic Enforcement Grants  Business

Dashboard My Records My Account Advanced Search

1 Select ivem w0 pay

Step 2:Payment information
---57.000 MAXIMUM FOR ONLINE CREDIT CARD TRANMSACTIONS---

The City of Grand Rapids accepts Visa, MasterCard, and Discover payments for Online Inspection Services.

TROUBLE WITH DATA ENTRY? - CLICK HERE
* IndiCates 3 required feld.

Payment Options

AMUNt 0 be charged: 5200.00
(@) Pay witn Creai Carg

Credit Card Information:
“Card Type:  *Card Number: = Security Code:
-Gt T
*Name on Card: * Exp. Dats:
o || 202

Credit Card Holder Information:

[ Husto- il with
Country:
United States -
" Streat Address:
*City: * State: = Zip:
--Salect-T
* Phone:
E-mail:
Submit Payment »

Congratulations! You have completed the Special Events Permit Application Process! Please allow 48-36
business hours for the Office of Special Events to process your application.

**Important Note: After completing your first Special Event Permit Application, you will have the option
to renew your application in the following years. When renewing your permit application, the previous
event information will repopulate in your new application, and you will only need to enter the new
event date(s) and attach the updated supporting documents.



