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SPECIAL EVENT PERMIT APPLICATION

The Special Event Permit Application is available
online at www.cityofpoulsbo.com. The completed
application packet (a completed application,
all required documentation, and $200.00 fee)
must be submitted at least 90 days prior to the
event date. If an application is submitted within 45
to 90 days of the event and contains no road
closures an additional fee of $200.00 will be
charged. Incomplete application packets  will
not be accepted or processed. Application
Packets must be submitted in person at:

City of Poulsbo - Parks & Recreation
Special Events Coordinator

19540 Front Street NE

Poulsbo, WA 98370

(360) 779-9898

The following guide will help answer questions as

!

Section M: Outdoor Fires

Section N: Animals

Section O: Amplified Sound

Section P: Solid Waste Disposal/Recycling
Section Q: Portable Toilets

Section R: Environmental Impacts

Section S: Safety Plan

Section T: Washington State Highway Usage

Section U: Non-City Owned Property Use

DEFINITION OF A SPECIAL EVENT

you plan your event. Please be sure to review the
entire guide thoroughly.

Contents of this guide:

Section A: Insurance Requirements

Section B: Indemnification/Hold Harmless
Agreement

Section C: Street Closure/Site/Route Maps

Section D: Municipal Park Use

Section E: Alcohol Sales/Consumption

Section F: Amusement Rides, Inflatables, Carnivals

Section G: Admission Tax

Section H: Fireworks/Pyrotechnics Display

Section I:  Vendors

Section J: Food Sales/Consumption

Section K: Tents/Stages/Signs

Section L: Community Sign Board

A special event is any activity on public property and
or public right-of-way; or any event held on private
property which would have a direct significant
impact to city services (ex. police, streets, etc.) that
involves an open invitation to the public or
attendance is by private invitation of 100 or more
people. See Poulsbo Municipal Code (PMC) 5.30 for
rules and regulations regarding Special Events.

SAFETY PLANNING MEETING

Once we have received your completed application
and required documentation, your application will
be routed to the necessary City departments. Your
application packet will also be presented at a
Community Services Committee Meeting for review.
If a safety planning meeting is necessary for your
event, you will be contacted with a date for your
meeting, to take place at City Hall during regular
business hours.

Special Event Permit Guide
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CONDITIONS OF APPROVAL

Once your Special Event Permit Application has
been approved, you will be sent a permit from
the Parks & Recreation office which will include
the Conditions of Approval for your event.

OTHER PERMITS REQUIRED

Depending on the features of your event, you may
be required to obtain other permits from such
agencies as the Washington State Liquor and
Cannabis Board (WSLCB), Kitsap County Health
Department, Washington State Department of
Transportation and the Poulsbo Fire
Department/Fire Marshal. Information on these
additional permit requirements is listed in the
sections that follow. You may be required to provide
the City of Poulsbo with copies of other permits prior
to the approval of your Special Event Permit, as
indicated in each section.

State Liquor and Cannabis Control Board
requires a 45-day notice.

Park facility reservations (PMC 12.32): Applying
for a Special Event Permit does not alter the
provisions of this chapter. You are encouraged to
make your facility reservations early as they are
on a first-come-first-served basis. You may make
a facility reservation prior to submitting your
Special Event Permit Application; however,
please keep in mind that reservation fees are
non-refundable. Please see Section D and List of
Enclosed Forms for application form.

No one associated with an event shall state they are
working for the City of Poulsbo or the Poulsbo
Police Department.

SECTION A:
INSURANCE REQUIREMENTS

GENERAL REMINDERS

Please remember a Special Event Permit does not
automatically create exemptions from the Poulsbo
Municipal Code (PMC). Below are a few reminders of
codes related to Special Events. Click on the
hyperlinked code reference to access the online
code.
Parades, Athletic Events and Other Special Events
(PMC 5.30): This is the portion of the code that
deals specifically with Special Events.
Temporary and Special Signs (PMC 18.170):
Please remember that any signage you place in
the City to advertise your event is subject to the
temporary sign code. Specifications will be made
in your Conditions of Approval.
Sale of beer, wine and/or liquor in city parks
(PMC 12.30.080). No alcohol may be sold or
consumed in City parks, except for the picnic
shelter at Frank Raab Municipal Park. If you want
to have alcohol as part of your event, please plan
ahead as permitting through the Washington

The appropriate insurance documentation must be
submitted with your Special Event Permit
Application. In addition, the Permittee will be
responsible for any damage to the event site
property, City facilities, and equipment.

All events (except for those protected by the First
and Fourteenth Amendments of the US Constitution)
must meet minimum insurance requirements.
Depending on the features of your event, additional
insurance may be required. A worksheet is included
with the forms at the back of this guide to help you
determine the types and amounts of insurance that
may be required.

Proof of insurance:

You must obtain and provide proof of insurance
required for your event. You will be asked to provide
a Certificate of Liability Insurance evidencing the
types and amounts of insurance required,
accompanied by proof that the City of Poulsbo is an
additional insured, using ISO Form CG 20 12 or
coverage at least as broad. Your liability insurance
must be in effect during all set-up and tear-down
dates and times.
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The following are types of insurance that may be
required. Please refer to the Insurance Worksheet
form for minimum amount requirements. Please
note, depending on the features of your event,
additional types of insurance and/or higher limits
may be required, as determined by the City Risk
Manager.

Commercial General Liability insurance

naming the City of Poulsbo as an additional

insured using ISO form CG 20 12.

Events with alcohol:

If your event will include alcohol service by a
professional, additional liquor liability insurance is
required.

Events with fireworks:

If your event involves a professional fireworks
demonstration, you must require the pyrotechnician
to provide liability insurance naming the City as an
additional insured.

Events with inflatables or amusement rides on
City property:

If your event involves inflatables such as bouncy
houses, inflatable slides, etc, or professional
amusement rides on City property, the professional
amusement vendor must have liability insurance that
names the City as an additional insured.

Food service vendors involved with your event:
If your event involves food service vendors, it is your
responsibility to ensure the vendors have the proper
insurance requirements for mobile food vendor
service, such as liability insurance with products/
completed operations coverage.

Vehicles involved with your event:

Any and all vehicles associated with your event,
including but not limited to vehicles driving into
parks to deliver goods, vehicles driving in parades,
etc. must have auto liability insurance. As the event
organizer, it is your responsibility to ensure that any
and all vehicles associated with your event are
compliant with these insurance requirements.

Purchasing event insurance:

You are encouraged to contact your insurance
provider to arrange coverage for your Special Event.
Your provider may email the electronic version of the
required certificate and accompanying ISO Form
CG 20 12 directly to ehasche@poulsbo.gov.

Depending on the features of your event, you may
be able to purchase event insurance through the
Tenant User Liability Insurance Policy (TULIP)
through One Beacon Entertainment. If you are
interested in purchasing TULIP, please contact
Special Events Permitting prior to purchasing the
insurance, as there are many exemptions, including
any type of ride / inflatable, involvement of water,
events over 5000 attendees, etc. If your event
qualifies and you are interested in purchasing TULIP
coverage, the following instructions will assist you in
obtaining a quote and purchasing insurance:

1. Access the website at
www.onebeaconentertainment.com

2. Under TULIP - Event Insurance click on the
"Purchase or Quote" button.

3. Enter the Venue ID Code into the two boxes. If
you do not know the Venue ID Code, type the
location name into the “Search for your venue”
field, then click the magnifying glass. Or, to see
all locations type in “Washington Cities Insurance
Authority” into the search field. Select the
location from the second dropdown list.

4. Answer questions about the event.

Click "Get Quote” for the cost of the insurance.

6. To purchase insurance fill in the contact
information for the tenant user and the insurance
policy (the individual purchasing the coverage).

7. Review the information has been filled out
correctly.

8. Click the Agree and Accept boxes (after viewing
the Refund Policy and Insurance Contract) and
then click complete.

9. Review the summary of coverage and charges
and then click Purchase Coverage.

10. Fill out the payment information and click
Submit Payment.
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11. Once the payment clears you will be emailed an
insurance certificate.

12. If you have any questions regarding purchasing
insurance online, you may contact OneBeacon
Entertainment/Entertainment  Brokers Inter-
national Customer Service at 1-800-507-8414.

SECTION B:
INDEMNIFICATION/HOLD HARMLESS
AGREEMENT

In order to complete the Special Event Permit
Application, the Applicant, on behalf of the
Organization must agree to indemnify, defend and
hold the City harmless for anything that happens
during the event.

SECTION C:
STREET CLOSURE / SITE / ROUTE MAPS

For events that include any type of vendor setup,
beer garden, street closure, race route, etc., a map is
required. More than one type of map may be
required for an event. If you are submitting a map(s)
similar to a previous year's event, please be sure it is
properly updated. Previous year’s event info will not
be provided by the city for an event in a different
year. lllegible maps will not be accepted. If you need
assistance generating a map(s), please contact the
Special Events Permit Coordinator.

Street Closure Map:

A street closure map will be required if you are
planning on closing or blocking any streets. A
planning meeting might be necessary depending on
the suggested closure.

If you plan on blocking off spaces in Anderson
Parkway, please use the map provided in the
enclosed forms, to indicate which spaces you will be
needing. Blocking disabled parking spaces will not
be allowed.

You will be provided with specific requirements as
part of your Conditions of Approval; please note the
following guidelines will apply to all street closures:

No paint may be used on any City sidewalks or
streets. Products used to mark sidewalks and
streets must be pre-approved by the City's Parks
& Recreation Department at (360) 779-9898.
The Public Works Department will determine
what signs, cones, and barricades you will be
provided for your event.

Only the Public Works Department and Police
Department staff are authorized to close a street.
Once barricades are in place, they cannot be
moved unless directed by City staff and/or the
Police Department.

Street closures require advance “No Parking
Notice”; once these “No Parking Signs” have
been placed by City staff, they cannot be altered
by the event organizer.

Site Map:
A site map will be required for all events. The map

must include locations of temporary structures such
as stages, vendor booths, fenced areas, tents,
portable toilets, additional parking, etc. in an area
such as parking lots, parks, and streets.

This map will allow the Fire Department and Building
Department to review for compliance with ADA laws,
ingress/egress requirements, etc.

Route Map:
A route map will be required of any run, walk, race,

etc., conducted on city streets, sidewalks or parks.
The map should include the entire route, even if the
route extends outside the city limits.

SECTION D:
MUNICIPAL PARK USE

The Municipal Parks reservation system is governed
by PMC 12.32. If your Special Event is taking place at
a Municipal Park, you are required to make a
reservation 90 days in advance and pay the $50.00
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Special Event Park Use Fee. You may make the parks
facility reservation in advance of submitting your
Special Event Permit Application. The event fee is
non-refundable. The Event Organizer must make
provisions for clean-up; failure to do so will result in
the organizer being billed for clean-up. See attached
Municipal Park Use Application.

SECTION E:
ALCOHOL SALES / CONSUMPTION

The City, along with the Washington State Liquor
and Cannabis Board (WSLCB), must grant permission
for alcohol to be sold or consumed at public events.
Alcohol is prohibited in all city parks, except for
within the Raab Park Picnic Shelter.

Special Occasion License:

The sale, service and consumption of alcoholic
beverages are subject to Washington State Liquor
and Cannabis Board (WSLCB) regulations, licensing,
and permit requirements.

Special Occasion licenses are issued to non-profit
societies or organizations holding an event at which
alcohol is sold by the drink.

Your event may require a different type of permit.
Please visit the WSLCB website: www.Icb.wa.gov for
additional information. A copy of the permit must be
filed with the City before your Special Event Permit
can be issued.

Liquor Liability Insurance:

If your event will include alcohol service by a
professional, you must obtain additional liquor
liability insurance, naming the City as an additional
insured.

Site Map:
Applicants must submit a copy of the beer garden

site map which was submitted to the WSLCB. Plans
are reviewed by City departments for assembly,
occupancy, access, emergency egress, and other
approvals and permits.

Beer Garden Operations:

Alcohol sales, service, and consumption must be
confined to designated location(s). Beer gardens
must be separately fenced and have only one
controlled public entrance with an additional exit
only point.

Permit Holders must comply with the following

conditions:

1. The sale, service and consumption of alcohol
may occur between 8:00 a.m. and 10:00 p.m.

2. Hard alcohol may only be served when food is
also available.

3. Alcohol is limited to beer, wine, and one
signature cocktail.

4. Garden shall be enclosed with 6" high chain link
fencing where security will not be present at all
times. Where security will be present at all times,
42" high picket fencing may be used. Fencing
should deter fence "hopping” and alcohol from
being passed through.

5. Level of security staffing shall be sufficient to
ensure compliance with state and local laws and
shall require that every exit/entry be staffed to
ensure that no alcoholic beverages are removed
from or brought into the garden.

6. Sufficient lighting must be maintained so that
identification may be checked, and patrons may
be observed for the enforcement of liquor laws.

7. When admitting entrants, security staff shall
ensure that all persons present valid
identification attesting they are at least 21 years
old.

8. Post sign near garden entrance "Must be 21
years or older to enter”.

9. Provide free pitchers of water.

10. All garden personnel must be at least 21 years
old, including cleaning crew and performers.

11. Garden personnel shall not consume alcohol
prior to their shift or while on duty.

12. Do not serve alcohol to intoxicated customers.

13. Stop all alcohol service at least 30 minutes before
the event is scheduled to end.

14. When using unlicensed servers, “Responsible
Beverage Service Training” must be provided.
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SECTION F:
AMUSEMENT RIDES / INFLATABLES /
CARNIVALS

An amusement ride includes any type of inflatable
(i.e. bouncy house, inflatable slides, etc.), or any
other type of ride/portable play apparatus, all of
which are hereinafter referred to as “ride”, both on
City property, and outside City property as a part of
a Special Event.

If you are planning to have a ride on City property,
such as a bouncy house in a City park, even if you are
planning on having fewer than 50 people at your
event, you must obtain a Special Event Permit.

The City has the following requirements for all rides
on City property or on private property as part of a
Special Event:

1. The ride itself must be licensed through L&l and
marked with the appropriate L&l inspection
decal.

2. The vendor supplying the ride must be an L&
certified amusement ride operator (L&l website
has a list of approved vendors).

3. The ride operator must be an employee of the

vendor supplying the ride.
This means that you cannot rent a ride from a
vendor and have adult volunteers operate the ride.
The ride must be setup, operated by, and torn
down by the vendor’s staff member.

If the ride is placed on City property, you must also

provide the following:

The vendor’s certificate of insurance verifying
the vendor's Commercial General Liability
insurance naming the City as additional insured,
with the following minimum limits:
a. Per occurrence minimum limit: $1 Million
b. General aggregate minimum limit: $2
Million
**This insurance from the vendor is in
addition to the insurance that you must
provide for your event (as explained in
Section A).

The Inflatable/Amusement Rides Inspection
Report from the Department of Labor and
Industries showing the rides being used at the
event, decal numbers, and their decal expiration
dates.

The Department of Labor & Industries Electrical
Inspection Permit Request for Amusement Rides
being used.

If your ride is going to be in a City Park and after we
receive the above information, we will contact you
regarding where the vendor can set up and operate
the ride.

To view L&l licensing information, please Vvisit:
http://www.lni.wa.gov/TradesLicensing/Electrical/A
museRide/Permitlnspect.asp.

SECTION G:
ADMISSION TAX

If your event includes a carnival/amusement rides,
you must meet the requirements above in Section F.
Your event will also be subject to Admission Taxes.
The fee is established by the Admission Tax section
of the Poulsbo Municipal Code (PMC 3.76). After the
conclusion of your event, please contact our City
Finance Department for the Admission Tax Filing
Form.

A City of Poulsbo Business License is also required
from businesses who collect admission taxes.

Higher limits of liability insurance may be required.

SECTION H:
FIREWORKS / PYROTECHNICS DISPLAY

If your event includes a Fireworks/Pyrotechnics
Display, additional documentation is required. The
following documentation is required to be
submitted by the Fireworks Display Company:
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Public  Fireworks Display Permit. This
document is applied for through the State of
Washington.
A copy of the General Display Fireworks
License issued to the Pyrotechnic Company
by the Washington State Patrol Fire
Protection Bureau — Office of the State Fire
Marshal.
A copy of the Pyrotechnic Operator License
issued to the pyrotechnician who will be
igniting the fireworks by the Washington
State Patrol Fire Protection Bureau — Office of
the State Fire Marshal.
A map of the Safety Zone including the GPS
coordinates of the location of the ignition
point.
A list of the quantities and sizes of the
fireworks being discharged.
The Fireworks Vendor's* certificate of
insurance verifying the vendor’'s Commercial
General Liability insurance naming the City as
additional insured, with the following
minimum limits:
o Per occurrence minimum limit: $1
Million
o General aggregate minimum limit: $2
Million
*This insurance from the vendor is in addition
to the insurance that you must provide for
your event (as explained in Section A).
Depending on the fireworks display proposed,
higher insurance limits may be required.

The list must include business name, address,
contact phone number, and WA State Master
License Number (UBI). See attached Vendor List
Template.

SECTION J:
FOOD SALES / FOOD CONSUMPTION

SECTION I:
EVENT VENDORS

If you will be having vendor booths or vendors
supplying services in association with your event,
you must provide a Vendor List to exempt them from
having to apply for a City Business License. A
Washington State Master Business License will be
required by each vendor. Proof of the license will not
need to be submitted, just a list of all vendors.

The service of food at an event involves various
permitting, licensing, and insurance. The following
information will assist you with ensuring that your
food vendors are compliant for your event.

The main governing agencies for temporary and
mobile food service are Kitsap County Public Health,
Washington State Department of Health, and
Washington State Department of Labor and
Industries.

Temporary Food Vendors must apply for their
temporary food permit at least 14 days in advance
to not receive a late charge. For links to information
on temporary and mobile food vendor regulations
please visit the Kitsap Public Health District page at
http://www.kitsappublichealth.org/FoodSafety/food

vendors.php

For information on food worker cards, please visit
Washington State Department of Health at
https://www.doh.wa.gov/CommunityandEnvironme
nt/Food/FoodWorkerandIndustry/FoodWorkerCard.

For information on food truck and mobile food
vendor licensing, please visit Washington State
Department of Labor and Industries at
http://www.Ini.wa.gov/TradeslLicensing/FAS/FoodTr

uckTrailer/.

As the event organizer, you are responsible to
account for all the required documentation from
your food vendors, including but not limited to their
Washington State Business License; Food Service
Permits or Exemption Certificates; Food Worker
Card(s); L&l Licensing Documentation; and Evidence
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of Liability Insurance, with products/completed
operations coverage.

Vendor booths that will be cooking or have food
service will be required to have an approved fire
extinguisher. The City's Fire Marshal will inspect each
booth for compliance prior to the event.

If your event does not have food vendors, but you
are selling concessions or otherwise providing food
to the public, you still must obtain the necessary
permits.

If your event includes restaurants extending their
service onto a temporary patio setup, the restaurant
will be required to obtain a Temporary Use Permit
separate from your Special Event Permit. The
Temporary Use Permit can be obtained from the City
of Poulsbo’s Planning & Economic Development
Department. Please let the Special Events Permitting
Coordinator know that the restaurant will be
participating in your event.

Economic Development Department for more
information at (360) 394-9748.

SECTION L:
COMMUNITY SIGN BOARD

If you would like to request the use of the
Community Sign Boards located on State Highway
305 for your event, you must submit the Community
Sign Board Application. The use of the community
sign board is governed by PMC 18.170.080 and may
only be used by nonprofit organizations to advertise
special events and community activities in Poulsbo
and Kitsap County. The rental period will be for a
one-week period.

SECTION M:
OUTDOOR FIRES

SECTION K:
TENTS / STAGES / SIGNS

Tents:

If your event includes a tent over 400 square feet,
you will be required to obtain an additional permit
from the City of Poulsbo’s Planning & Economic
Development Department at (360) 394-9748.

Stages:
If your event will require a stage that is above 30"

from the ground or that contains stairs, you will need
to contact the City of Poulsbo Building Department
for regulations at (360) 394-9882.

Signs:
Some signs require a sign permit. See PMC 18.170
for regulations or contact the City’s Planning and

A burn permit from Poulsbo Fire is required to have
an outdoor fire. You must provide a copy of the
completed permit with your Special Event
Application. Burn Permits are available at Poulsbo
Fire (911 NW Liberty Road) or by calling (360) 779-
3997.

Note: Fires are only allowed on City property in
the fire pit at Muriel Iverson Williams Park.

SECTION N:
ANIMALS

No domestic, farm, or exotic animal of any kind shall
be permitted to run at large during any hour of the
day or night. It is unlawful for an owner or handler of
any animal to fail to remove fecal matter deposited
by the animal or to have in their possession the
equipment necessary to remove their animal’s fecal
matter. Water stations will be required for animals.
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SECTION O:
AMPLIFIED SOUND

SECTION R:
ENVIRONMENTAL IMPACT

Noise levels generated shall not be in excess of
allowable levels, consistent with WAC Chapter 173-
60. There is a 10:00 p.m. curfew for all noise within
the city limits of Poulsbo. Any variance to the noise
ordinance will require approval by the City Council
at one of their regular meetings.

SECTION P:
SOLID WASTE DISPOSAL / RECYCLING

Depending on the size and type of your event,
additional solid waste disposal/recycling capacity
may be required. If you need to rent additional
dumpster(s), you must choose a size on the Special
Event Permit Application. See List of Enclosed Forms
section for Solid Waste Dumpster Information Form.

Recycling Collection Services are handled by
Bainbridge Island Disposal. Please contact them
directly for information, by calling (800) 531-1918.

Due to Poulsbo’s unique location and direct impact
on the waters of the Puget Sound, it is necessary to
be mindful of environmental impacts that can arise
from Special Events. This includes grease created
from the cooking of food, oil and gasoline from car
shows and boat races, etc. If you are having food
vendors at your event, you will be required to ensure
vendors comply with proper disposal methods. If
you are organizing an event with vehicles or vessels,
you may have special Conditions of Approval. The
Washington State Department of Ecology takes
storm drain pollution and spills very seriously.

SECTION S:
SAFETY PLAN

SECTION Q:
PORTABLE TOILETS

The provision of restroom facilities at any event is
governed by the American with Disabilities Act. If
you are adding portable toilets to an area with
existing restroom facilities or placing them in an area
where there are no regular facilities, you must
comply with the ADA requirements for number of
handicap accessible toilets.

The ADA requires at least one accessible unit per
cluster up to 20 units, or 25% of the total number of
units with at least one per cluster. If your event will
have only one unit, it must be ADA accessible. You
will be required to provide a site map with the
location of your portable toilets and which units are
ADA accessible as a part of your application.

It is necessary to be mindful of a safety plan for your
event. For larger events, the minimum number of
crowd managers shall be established at a ratio of one
crowd manager for every 250 persons per the
International Fire Code. Crowd managers should be
trained, uniformed, adult volunteers. Volunteers
working in the street should wear orange reflective
vests. Depending on the size and features of your
event, you may be required to submit a formal Safety
Plan to the Poulsbo Police Department. This will be
determined with the submittal of your application
and Safety Planning Meeting, if necessary.

SECTIONT:
WASHINGTON STATE HIGHWAY USAGE

If you plan on using a Washington State Highway or
right-of-way for any part of your event, you will need
to obtain a Letter of Agreement from WSDOT.
Applications need to be submitted a minimum 90
days prior to the event. Applications to apply and
any other information regarding this process can be
found at:
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MUNICIPAL PARK USE APPLICATION

This is an application to conduct a social activity, special event, commercial activity or public service
instructional class in a city park per Poulsbo Municipal Code (PMC) 12.32. All applications must be filed at
least 30 days prior to the date(s), (90 days for special events) for which the permit is requested.

Park/Facility Requested: [J Raab Park Picnic Shelter O Nelson Park Picnic Shelter
[ Austin-Kvelstad Pavilion at the Muriel Iverson Williams Waterfront Park
[ Other park/facility — please specify:

Date of Event: Time Requested: from am/pm to am/pm

Description of activity: Expected # people:
[J BBQ (Nelson-Must provide fire extinguisher) [ Tents/Canopies Inflatables (Additional permitting/insurance required)

LI Fire Pit (Muriel Iverson Williams Park; Must have permit from Fire Dept) 360-779-3997

1 Beer/Wine Use (Raab Park Picnic Shelter only- Must have banquet or special occasion permit.)You can purchase these
permits at; http://Icb.wa.gov/licensing/banquet-permits

I Music (Live / Recorded) [0 Electrical Outlet Use Needed

Please provide a map of locations of: [ Tents/ Canopies / Inflatables [1 Tables/ Chairs (Outside of pavilion/shelter area)

Applicant: Address: Phone:
Contact Person: Mailing Address: Phone:
E-Mail

Insurance / clean-up bond/ cash may be required in accordance with PMC 12.323.110. Applicant will make provisions for clean-up
of all litter, refuse and all other materials, including bins for recyclable items. Please return picnic tables as you found them.

Non-refundable Application Fee Schedule

] Social Events: Raab or Nelson Parks, or $50/first two hours, $15 each additional hour*
Austin-Kvelstad Pavilion

I Instructional Classes: $60 per session*
(Instruction of classes by a person or organization who are requesting part of the park for that class)

1 Special Events: $50 per event

(A one-time event where the public is invited to attend)

*Resident fee discount for applicants who reside within the city limits ~ (-$10 per application) Resolution # 2025-18
of Poulsbo: Social events and instructional classes only.

Please note: Only those special events which are open to the public and which the public may observe / participate in without charge are
authorized to be conducted in City Parks (PMC 12.32). Special events which require primarily use of all or any portion of any park and which
require a fee to be paid prior to admission to a city park are not permitted. The solicitation of voluntary donations from the public during the
course of an authorized event / activity is permitted. Application fees are non-refundable.

WAIVER OF LIABILITY: ALL participants or guardians are requested to sign the following release. I/We assume all risks and hazards incidental to such
participation including transportation to & from the activities and do hereby waive, release, absolve, indemnify and agree to hold harmless the City of Poulsbo
employees, agents, officials and volunteers, for any claim arising out of any injury to myself or my/our child. STANDARDS OF BEHAVIOR: The City will not
tolerate harassment of any kind that is made by employees or patrons towards employees or patrons. Harassment is defined as verbal or physical conduct
that demeans or shows hostility or aversion toward another person. If a participant does not agree with the decision, an appeal to the Mayor is the final
option. It is understood that by signing this application form, the SPONSOR / CONTACT PERSON agrees to all conditions of use and will be billed if the
park is not cleaned up after use.

Signature of Applicant: Date:

All permits are processed in the Parks and Recreation office and are subject to approval. Please return the
completed form with your payment to parksrec@cityofpoulsbo.com or directly to the Recreation Center.

Rev.01.16.26 1


http://lcb.wa.gov/licensing/banquet-permits
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COMMUNITY SIGN BOARD APPLICATION
www.cityofpoulsbo.com/hwy305

1. This application is for a one-week reservation. Installation is after 3 pm on your first Sunday; removal before 2
pm on the next Sunday. You may remove earlier; late removals may incur an additional charge.

2. Advertising is limited to special events and community activities for nonprofit organizations. Commercial
advertising is not allowed per PMC 18.170.080.

3. Maximum Size: 11.5’ wide x 8.5’ high (138" wide x 102" high), double-sided colored 18 oz vinyl. Banner shall
include wind slits and properly spaced reinforced grommets. Click for banner requirements.

4. Carabiners to assist with installation are located at each sign in a locked black box. The code to unlock the box
is 751. You are required to leave all carabiners in the lockbox.

5. Applicants are required to watch the City’s how-to installation video on our @PoulsboParksRec YouTube:
https://youtu.be/VIOEmrj10Ogk

6. Fee per sign: $75 per week / $150 for two weeks for events outside the Poulsbo City limits; $50 per
week / $100 for two weeks for events located inside the Poulsbo City limits. (Ordinance # 2014 -08)

7. Advertised message shall align with the City’s mission, visions, and values; City reserves the right to deny an
application if it does not so align.

Name of Event:

Date of Event: Location of Event:

Describe Sign (list graphics & sign message):

Organization: Non-Profit UBI:

Organization Mailing Address:

Contact Name: Phone:

Email Address:

Sign Location: [J (North) Highway 305 sign between Bond Rd. and Viking Ave. —

c © o o o ©
1.5 wide

[ (South) Highway 305 sign near Hostmark St intersection.

° 8.5 tall ol:

L] Check that you have watched the City’s how-to installation video (link above.) ~ 3

: \/ N \/ :
. Start Date of Rental Request: 6 00 6.6 0l

The apptlicanttereby agrees to indemnify, defend, and hold the City harmless from any claim that the content of any
advertisement on the applicant's sign infringes, defames, or any other claim, anyone's rights under local, state, or federal statute.
In addition, the applicant agrees to indemnify, defend, and hold the City harmless for all claims, lawsuits, judgments, liabilities,
damages, losses, costs, and expenses of any nature resulting from or caused by applicants accessing the City property to
install their sign or from the installation itself.

Parks and Recreation Approval Applicant’s Signature Date
Amount Paid / Date Received: Return to:
Poulsbo Parks and Recreation
Receipt # Received by: Physical: 19540 Front Street, Poulsbo, WA 98370
E-mail: parksrec@cityofpoulsbo.com

Questions call : 360.779.9898
Payment by credit/debit card/check payments made out to: “City
9.19.24 of Poulsbo” and mailed to 200 NE Moe St. Poulsbo, WA 98370



http://www.cityofpoulsbo.com/hwy305
https://www.codepublishing.com/WA/Poulsbo/html/Poulsbo18/Poulsbo18170.html
https://cityofpoulsbo.com/wp-content/uploads/2024/08/Poulsbo-Banner-Requirements.FINAL_.09.18.24.pdf
https://cityofpoulsbo.com/wp-content/uploads/2024/08/Poulsbo-Banner-Requirements.FINAL_.09.18.24.pdf
https://youtu.be/VIOEmrj1Ogk
https://cityofpoulsbo.com/wp-content/uploads/2017/03/ord_2014-08_adopting_two_of_three_amendments_prposed_in_the_2014_comprehensive_plan_amendment_process.pdf

Temporary Dumpster Information

Temporary Delivery, 1 Dump & Additional Dump Week'I:yeeRentaI
Dumpsters Removal Charge (after 1% week)
2 Yard $60 $42 $10
4 Yard $120 $84 $10
6 Yard $180 $126 $10

The initial cost includes placement, one dump and removal. After the first 7 days, a $10
weekly rental fee will be charged. Note the additional dump charge if you care to empty
dumpster more than once.

Please contact Public Works when you would like the dumpster emptied and/or
removed (360) 779-4078.

Thank you~

Capacity 2-cubic yard 4-cubic yard 6-cubic yard
Length 80” 80” 80”
Depth 34" 51” 66”
Rear Height 417 56" 717
Front Height 34” 46” 477




e
City of Poulsbo (((( Parks & Recreation Department

19540 Front St NE Special Events Coordinator
Poulsbo, WA 98370 w Phone: 360-394-9771
www.cityofpoulsbo.com ehasche@poulsbho.gov

Special Events Permitting
Non- City Owned Property Use

EVENT INFORMATION

EVENT NAME:

EVENT DATE(S):

PROPERTY INFORMATION

NAME OF PROPERTY OWNER:
PROPERTY ADDRESS:
CONTACT TELEPHONE NUMBER:

For what purpose will this property be used? Please describe including booth set up, stating,
event worker lodging (such as a carnival or other event workers).

Does your organization grant permission for this event on the date(s) specified, for the
purpose and activities described in this application? [] YES [ ]NO

Are there any limitations or restrictions on the use of your property? [_| YES [ ]NO
If YES, please describe in detail.

Do you require the event sponsor to list you as an Additional Insured and provide an
insurance certificate to your organization prior to the event? [ ] YES [1nNo
If YES, please indicate coverage limits you require for general liability, property damage and or
personal injury.

Dated this day of

Authorizing Authority Signature:

Print Name:

Title:



http://www.cityofpoulsbo.com/
mailto:lwilson@cityofpoulsbo.com

Vendor List

for Special Event
(see Guide, Section I)

Vendor List

A Vendor is someone that you are paying and/or is providing paid goods/service at your Special Event,
including, and not limited to bands, businesses, and organizations.

Information about your vendors is required as part of your Special Event Permit Application. Please add additional
pages as needed.

You can find the WA UBI by clicking the “Business Lookup” and typing the “Business Name”
https://secure.dor.wa.gov/gteunauth/ /#1

If you are having food trucks present, please provide if they are providing their own power

Vendor Name:

Vendor Address:

Vendor Phone
Number:

WA State Master
License Number (UBI)

What are they providing?
(food/art/music/etc.)



https://secure.dor.wa.gov/gteunauth/_/#1
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