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Dear Special Event Applicant:

Enclosed is the City of North Bend's Special Event Application.
Please complete the application form, sign, date and attach a legible
site plan of your event. We cannot process an application without a
date and applicant signature.

Submit the application to: City of North Bend, Attn: Special Events
Application, 920 SE Cedar Falls Way, North Bend, WA 98045.

After initial review of the application, you will be notified of preliminary
acceptance and provided a timeline for the complete review process,
and fees that may be applicable.

The City of North Bend Special Event Fee is $100 per day, plus
insurance requirements unless waived by the City Administrator.
Please see the attached special event permit code at the back of this
packet for exemptions to the special events application process and
fees.

Once the appropriate City Departments have reviewed and approved
the application, you will be issued a permit after you have provided
the City of North Bend with full payment of any event fee, fulfillment of
any additional identified requirements, and have provided an
approved insurance policy naming the City of North Bend as
additional insured. Please allow 30 business days for the complete
processing of your application.

Thank you for your interest in the City of North Bend. We look forward
to working with you to ensure the success of your special event. In
the meantime, if you have any questions, please contact City Clerk
Susie Oppedal at 425.888.1211, ext.7627.
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SPECIAL EVENTS PERMIT

APPLICATION

The application, together with any supplementary information and fees as may be
required by the City, must be submitted to the City Clerk’s office at 920 SE Cedar Falls
Way, North Bend, WA 98045, not less than thirty (30) City business days prior to the
special even date to insure proper processing.

Please answer all questions. If they do not apply, put N/A. Thank You.

Applicants Name:

APPLICANT INFORMATION

Company/Organization:

Mailing Address:

Telephone:

Cell Phone:

Email:

Fax:

Name of Event:

EVENT INFORMATION

Event Date/s:

Time/s:

Set up Date/Time:

Take Down Date/Time:

Event Location:

Facilities Requested (check as many as applicable)

Park:

Public:

Street: Sidewalk/Trail:

Private: Other:

Purpose & Description of Event:

Estimated Total Attendance:

Volunteers:

ATTENDANCE

Registered Participants:

Staff:
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Attach event map and site plan with the following indicated:
o Detailed event layout/route with directional arrows, street names.
¢ Placement and collection of signage, traffic control device, barricades.
e Location of event staff, volunteers, traffic certified flaggers/monitors, and where police
officers are needed.

Transportation and parking plans:

Plans for security/crowd control, first aid/medical assistance, and traffic route/intersection control:

Plans for portable toilets, garbage, sanitation and clean-up:

Plans for notifying all agencies, businesses, and residents impacted by your event:

Will food and/or liquor be distributed/sold at event: No Yes (please explain plans)

If applicable please provide: KC Health Department Permit # Expires

INSURANCE REQUIREMENT
For special events involving the use of City facilities or public right-of-way, proof
of liability insurance with coverage in the amount of $1,000,000.00 per
occurrence, unless an additional amount is required for the activity by the City
Administrator.

The City Administrator may allow a lower amount or waive this requirement when
the event is not open to the general public and the risks presented by the request
justify a lower amount.

Said general liability insurance for bodily injury and property damage shall
include the City of North Bend, 920 SE Cedar Falls Way, North Bend, WA 98045
as an additional named insured on the policy of insurance which shall include a
provision prohibiting cancellation of said policy except upon at least 30 days' prior
written notice to the City.

HOLD HARMLESS
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The applicant agrees to defend, indemnify, and hold harmless the City of North
Bend, its appointed and elective officers and employees, from and against all
loss of expense, including but not limited to judgments, settlements, attorney’s
fees and costs by reason of any and all claims and demands upon the City of
North Bend, its elected or appointed officials or employees directly or indirectly
arising out of the permit issue hereunder for the event scheduled. Said individual
also assumes all legal responsibility for their own negligence or omissions in
regards to other participants in this event.

FEDERAL, STATE & LOCAL LAWS, ORDINANCES & CODES

All terms, conditions and provisions of current law, including but not limited to
North Bend City Code shall remain in full force and effect and shall not be altered
by this permit. The granting of a permit does not presume to give authority to
violate or cancel the provisions of any other State or local law regulating use of
public property.

The City Administrator or appointee, may revoke, or terminate this application/permit if applicant
fails to comply with any or all of its provisions, requirements or regulations as herein set forth or
through willful or unreasonable neglect fails to heed or comply with notices given him/her.

The applicant certifies that he/she has read and examined this application and know the same to
be true and correct and agrees to comply with the terms and conditions contained herein.

Signature of Applicant

Date

For Use By City Staff Only

Department approvals:

Administration: CED: Police:

Fire Dept: Public Works: Parks:

Please note any additional conditions of approval by your department:
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CITY OF NORTH BEND SPECIAL EVENT CHECKLIST

For Staff Use Only:

Special Event Application

Payment of Application/Event Feels

Event Site Layout & Map
(Overall plan)

Set Up & Take Down Plan

Proof of Insurance Certificate
with Endorsement Naming the
City of North Bend as Additional
Insured

Portable Toilets/Sanitation Plan

Garbage Receptacles/Dumpsters
delivery and removal

Security, Traffic and Crowd
Control Plan

Emergency Services Plan
(first aid/medical assistance)

Health Department Concessions/
Food Permits

Transportation/Load/Unload Plan

Neighborhood/Business
Communication Plan

The following may occur at conclusion

of the event (if deemed necessary):

For extra City services $

Final number of participants

Debriefing Meeting and/or
Site Inspection

Payment of incurred event fees

Last Updated 0729/2021

City
Check off

[

Ood o o o o 0o o

[]

N/A

Ood o o o o OO 0Oodo

[]



North Bend Municipal Code Chapter 5.20
Special Event Permits

Sections:

5.20.010 Definitions.

5.20.020 Permit required - Exemptions.

5.20.030 Application - Fees.

5.20.040 Review of application.

5.20.050 City Administrator to issue permit - Criteria for issuance.
5.20.060 Revocation or suspension of permit.

5.20.070 Appeals.

5.20.080 Violations - Penalties.

5.20.010 Definitions.
As used in this chapter, the following terms shall have the meaning set forth below:

A. "Special Event" means any event, whether conducted on public or private property,
organized by any person, which will generate or invite public participation and/or
spectators, for a particular and limited purpose and time, including, but not limited to, fun
runs, fundraising walks, bikeathons, parades, carnivals, shows, exhibitions, circuses and
fairs.

5.20.020 Permit required - Exemptions.

A. It is unlawful for any person to hold or conduct any Special Event in the City, or to use
any street, right-of-way, or other public place in the City for any purpose unless such
person has obtained and has in full force and affect a Special Event Permit issued by the
City.

B. The following Special Events shall be exempt from the requirement to obtain a permit
under this chapter:
1. Events conducted or sponsored by the City of North Bend;
2. Funeral Processions;
3. Events involving less than 50 people unless requiring the full or partial closure
of a public street;
4. Events conducted in a facility designed for that purpose, such as churches,
events centers, schools, etc.;
5. Events attracting fewer than 100 persons conducted entirely upon private
property; and
6. Other similar events and activities, which do not directly affect or use City
services at the discretion of the City Administrator.

5.20.030 Application - Fees.

A. Any person desiring to apply for a Special Event permit shall do so by filing a written
application with the City Clerk at City Hall. The application shall be made on forms
provided by the City and shall include, at a minimum, the following information:

1. The name, address, telephone number and other pertinent contact information
as determined by the form;
2. A full and complete description of the special event sought to be held and the

dates and duration of such special event;
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3. The proposed location of the special event and the dimensions and plans for
any structure to be erected or constructed in connection with the special event;
4. Whether the special event will require the use of any City street or right-of-way
and if so, the location and dimensions of the proposed use, together with a
statement as to the dimensions of remaining unobstructed street or right-of-way;
5. An estimate of the number of persons who will or who are expected to attend
the special event;

6. If the permit sought is for the use of a City street not connected with a special
event, a full and complete description of the use sought to be made of the street
by the applicant and the duration of such use;

7. If the permit sought is for the use of a City street not connected with a special
event, the location and dimensions of the proposed use and of any structure to
be constructed on the street, together with a statement as to the dimensions of
remaining unobstructed street or right-of-way; and

8. Such other and further information as the City Administrator may reasonably
require to determine whether the application and proposed use meet all of the
requirements for permit issuance established by this chapter.

B. All applications shall be accompanied by a nonrefundable application fee as
established by the taxes, rates and fees schedule adopted by ordinance and said license
fee shall be paid in advance.

C. The City Administrator may waive payment of any fee for permits issued to local non-
profit organizations or other governmental agencies for community festivals or other
events of general benefit to the community.

5.20.040 Review of application.

Upon receipt of a completed Special Event permit application, the City Clerk shall refer
the same to the appropriate departments for their investigation and review concerning
compliance of the proposed special event with the criteria for issuance set forth in NBMC
5.20.050. The departments shall forward the results of their investigation and review to
the City Clerk within 10 working days. The City Clerk shall promptly thereafter forward
all documentation to the City Administrator.

5.20.050 City Administrator to issue permit - Criteria for issuance.

A. All permits issued under this chapter shall be issued by the City Administrator or
his or her designee. Upon receipt of comments from the city departments to
which the City Clerk had referred a Special Event application, the City
Administrator shall determine whether or not the permit should be issued and the
appropriate conditions to be attached. A permit may be issued to the applicant
only if all of the following minimum criteria and conditions for issuance are met:

B. 1.The location, size and features are suitable for the proposed event will not be
harmful to the health, safety and welfare of the community;

2. Appropriate provisions are made for parking, waste management, restroom
facilities, traffic control and circulation, security, compliance with noise
restrictions, health and safety and access;
3. Closures of public streets and/or access ways will not result in a serious
inconvenience to the general public and appropriate provisions for emergency
vehicle access is provided;
4. Prior to commencing operation, the event site shall be inspected by the City
Police Department and a Fire Official and any other person deemed appropriate
by the City Administrator to insure the protection of the public health, safety and

welfare;
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5. For special events involving the use of City facilities or public right-of-way
proof of liability insurance with coverage in the amount of $1, 000,000.00 per
occurrence, unless an additional amount is required for the activity by the City
Administrator. The City Administrator may allow a lower amount or waive this
requirement when the event is not open to the general public and the risks
presented by the request justify a lower amount. Said general liability insurance
for bodily injury and property damage shall include the City of North Bend as an
additional named insured on the policy of insurance which shall include a
provision prohibiting cancellation of said policy except upon at least 30 days' prior
written notice to the City;

6. Whenever the requested permit is for an action which will require the use of
any City street, or other City property, whether or not such use is connected with
a special event, the applicant must agree to indemnify, defend and hold the City
harmless from any and all claims for bodily injury or property damage that may
arise out of or in connection with the applicant's permitted special event or use;
7. If the Special Event is to be on City owned property, the applicant shall provide
a waste management and restoration plan to the City Administrator or designee.
The City may require a bond or cash deposit to insure the site is restored to its
original condition prior to the special event. The City Administrator or designee
shall determine the amount of the cash or bond.

8. A King County Health Department permit shall be posted on site for any use
that provides beverage and/or food service that requires such a permit.

9. The applicant or sponsoring organization for special events shall reimburse the
City for expenses incurred in providing services to the event. Prior to the event
the City may require the applicant or sponsoring organization to deposit with the
City funds equal to the estimated cost of providing said services. Following the
event the City shall assess costs and return any unused funds to the applicant or
sponsoring organization. If funds were not required in advance and/or were not
sufficient to cover costs the applicant or sponsoring organization shall be
responsible for the additional costs.

10. Such other and further conditions as the City Administrator deems necessary
to reasonably ensure that the proposed special event does not endanger
participants or spectators.

B. If the City Administrator determines that a Special Event permit application does not
satisfy all of the above criteria, the City Administrator shall deny the permit or may issue
the permit upon such conditions as the City Administrator deems necessary to
substantially satisfy all of the criteria set forth above.

C. All conditions of the permit shall be written on or attached to the permit.

D. Notwithstanding any provision of the North Bend Municipal Code, the City
Administrator or his/her designee is authorized to allow special events or temporary
signs, which may otherwise not be specifically authorized by City ordinance. In reviewing
an application, the following factors shall be considered: (1) could the activity be
materially detrimental to the public health, safety, or welfare, or injurious to property or
improvements in the immediate vicinity of the Special Event or temporary sign; (2) is the
use compatible with the area in which the proposed use would occur; and (3) hours of
the use will not cause inappropriate noise, light or glare impacts to surrounding areas.

5.20.060 Revocation or suspension of permit.
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All permits issued pursuant to this chapter shall be temporary, shall vest no permanent
rights in the applicant, and may be revoked by the City Administrator as follows:

A. The permit may be immediately revoked by the City Administrator or his designee in
the event of a violation of any of the terms or conditions of the permit; or

B. The permit may be immediately revoked by the City Administrator or his designee in
the event the permitted special event or street use shall become, for any reason,
dangerous to persons or property, or if any structure or obstruction permitted becomes
insecure or unsafe; or

C. The permit may be revoked by the City Administrator upon 5 days' notice if the permit
was not for a specified period of time and is not covered by either of the preceding
subsections.

D. If any Special Event for which the permit has been revoked is not immediately
discontinued, the City Administrator or his designee may remove any structure or
obstruction, or cause to be made, without obligation to do so, such repairs upon the
structure or obstruction as may be necessary to render the same secure and safe, or
order the discontinuation of any Special Event. The cost and expense of such removal,
repair or discontinuation shall be assessed against the permittee, including all
professional and expert fees associated with enforcement of the collection of the same.

520.070 Appeals.

All decisions of the City Administrator with respect to the issuance, denial, revocation or
suspension of any permit under this chapter shall be final unless appealed by any
aggrieved party to the City Council within 15 days of the date the decision is issued and
actual or constructive notice has been received.

5.20.080 Violations- Penalties.

In addition to any other penalties provided in this chapter, any person who violates any
of the provisions of this chapter shall be guilty of a misdemeanor and shall, upon
conviction thereof, be punished by a fine in any sum not to exceed $1,000, or by
imprisonment for any term not to exceed 90 days, or by both such fine and
imprisonment. In addition, each and every day during any portion of which any violation
of any provision of this chapter is committed, continued or permitted by any person
constitutes a separate offense.
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