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SPECIAL EVENT APPLICATION 
 

 

Definition:  A Special Event is an activity which occurs upon public or private property that will affect 
the standard and ordinary use of public streets, rights-of-way, sidewalks, parks/facilities and/or which 
requires extraordinary levels of City Services.  This includes, but is not limited to; fairs, festivals, 
carnivals, circus, sporting events, foot runs that utilize City parks and facilities, cycling events, block 
parties, markets, parades, exhibitions, auctions, dances, riding galleries, theatrical, musical 
entertainments, motion picture filming, etc. 
 

Application:  This completed application, a detailed event map showing where the event will take 
place, a certificate of insurance naming the City of Orting as an additional insurer for this event in the 
amount of $1,000,000.00, and any other pertinent information, along with the Special Event fee 
($200) must be submitted to the City of Orting at least ninety (90) days prior to event.  Upon receipt, a 
meeting with City Department Heads will be scheduled.  It is required that the applicant meet with 
Department Heads in a scheduled meeting to go over the Special Event Application to assure 
guidelines and preparation prior to the event.  After this meeting, you will be notified if your event has 
been approved.  Failure to meet any deadlines required by the City of Orting may result in cancelation 
of the event.   Applicant initials: _____ 
 

NAME OF APPLICANT: _____________________________________________________________ 

NAME OF ORGANIZATION: _________________________________________________________ 

ARE YOU NON-PROFIT:  [  ] Yes    [  ] No IF YES, UBI#:_______________________________ 

MAILING ADDRESS: _______________________________________________________________ 

EMAIL ADDRESS:  ________________________________________________________________ 

NAME OF EVENT: _________________________________________________________________ 

TYPE OF EVENT (parade, festival, etc.):________________________________________________ 

DATE(S) OF EVENT: _______________________________________________________________ 

TIME(S) OF EVENT:  Set-Up ______________   Start of Event _________    

   End of Event _________    Exit Time ____________ 

 

City of Orting 
104 Bridge St S • PO Box 489 • Orting, WA  98360 

Phone: 360-893-2219 or 253-262-7842 
Fax: 360.893.6809 

Email: recreation@cityoforting.org 
Web: www.cityoforting.org 

 

 

 

 

 

 

 

 

 

 

Website: www.cityoforting.org 
 

http://www.cityoforting.org/
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PRIMARY CONTACT NAME:________________________________PHONE:__________________ 

PRIMARY CONTACT EMAIL:_________________________________________________________ 

DAY OF CONTACT NAME:_________________________________PHONE:__________________ 

DAY OF CONTACT EMAIL: __________________________________________________________ 

ALTERNATE CONTACT: ___________________________________PHONE:__________________ 

 

FOR ALL SPECIAL EVENTS: 
 
TYPE OF EVENT:  
[  ] Festival/Carnival/Fair 
[  ] Parade  
[  ] Run/Race (If you do not require the use of City parks or facilities, you do not need to complete this application.  You 

will need to submit a separate trail use application.) 
[  ] Walk Procession/Organized Rally 
[  ] March  
[  ] Block Party   
[  ] Demonstration   
[  ] Other (Specify) __________________________________ 
 
FACILITIES & PARKS USAGE REQUESTED (please attached rental rates): 
 

[  ] BBQ Area    [  ] Gazebo 
[  ] Basketball Court   [  ] City Park grass areas (south) 
[  ] Multi-Purpose Center (MPC) [  ] Orting Station 
[  ] Fountain Pavilion  [  ] North Park grass area 
 
 
 
If the Event is providing for the following, what arrangements will be in place? 
 

Will you have additional garbage service and where will they be placed (show on Map)?  

________________________________________________________________________________ 

________________________________________________________________________________ 
 

Will you have adequate restroom facilities and where will they be placed (show on Map)?  

________________________________________________________________________________

________________________________________________________________________________ 
 

Will there be any open flame, cooking facilities or gas cylinders (show on Map)?  

________________________________________________________________________________

________________________________________________________________________________ 
 

 
ADDITIONAL SERVICES:  Will you need additional services for a Non-Sponsored event, or from the 
City that are not covered under Tier 1 or Tier 2 for a Sponsored Event?   [  ] Yes  [  ] No 
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           City Services (please mark all that apply)  Price    Total Price 

           [  ]  1 Public Work staff      $75/hr x __ hrs  $__________ 

           [  ]  1 Police Officer        $85/hr x __ hrs  $__________ 

           [  ]  1 Dumpster                 $20/event   $__________ 

           [  ]  2 Standard Port-a-Potties(Delivery/Pick Up/Cleaning)  $150/event   $__________ 

           [  ] Electricity (2 Spider Boxes)      $50/event   $__________ 

                  [  ] Audio/PA system (Does not include a DJ)    $75/event   $__________ 

           [  ] Barricades (Must provide placement on map)   $50/event   $__________ 

           [  ] Street Sweeper (man power/vehicle)     $150/hr x __ hrs  $__________ 

           [  ] Portable Trailer Sign      $50/day x __days    $__________ 

           [  ] Banner (Banner request required)     $195 (up for 2 weeks only)  $__________ 

           [  ] Facility Rental Fees & Deposits    $ Varies              $__________ 

Cccc                *See attached rental rates** 

           [  ] Blanket Vendor Permit      $100/event  $__________ 
  

                                                                         Total For Special Event Services  $__________     
                Special Event Fee    $200 
             
             TOTAL TO BE PAID $__________ 

 
BANNER REQUEST:  Please complete the following if you would like a banner in place across 
Washington Ave./SR 162 before and/or during your event. 
 
Banner must meet the following requirements: Banner shall not be larger than 24 feet wide and 
36 inches high.  Banner shall maintain minimal vertical clearance to overhead utility lines set forth by 
PSE.  Banners shall have wind load relief flaps eighteen (18) inches wide and ten (10) inches high 
spaced at a density of one flap for each ten (10) square feet of surface area.  Relief flaps shall be 
spaced uniformly to provide uniform wind load reduction.  Banners shall have two (2) inch high vinyl 
coated nylon strip (13oz) securely sewn along top and bottom. 
 
Requested period for the banner to be displayed:    ___/___/___    through    ___/___/___   
*The banner may only be across SR 162 for 2 weeks* 
 
Material Type:  _________________________  Size: ______ X ______  Thickness:_______ 

How many cuts are on banner? ________  One sided or two-sided?  [  ] One [   ]  Two 

 
VENDORS:  Will there be any vendors?  [  ] Yes    [  ] No    
 

If yes, vendors are required to purchase a City of Orting Business License through the State of 
Washington prior to the event or the Applicant (Event) must purchase a Blanket License to cover all 
vendors. (Resolution 2011-12)    

 

It will be the responsibility of the Event Coordinator to ensure vendor parking does not block Orting 
Businesses on Washington Ave., Van Scoyoc Ave. or customer parking areas next to the parks or 
businesses with exceptions determined by the City of Orting. 
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PARADE INFORMATION:  Will a parade be part of this event?  [   ] Yes [   ]  No  

If yes, please answer the following: 

 

PARADE START TIME: _________  START LOCATION (show on map):______________________ 

STAGING AREA – WHERE/WHAT TIME (show on map): __________________________________ 

PARADE ROUTE (show on map):_____________________________________________________ 

WILL HORSES OR OTHER ANIMALS BE IN PARADE?   [   ] Yes [   ] No 

If yes, approximately how many animals?________________________________________________ 

*You will be responsible for cleaning up after animals participating in the parade* 

WOULD YOU LIKE THE POLICE OR FIRE DEPARTMENT TO PARTICIPATE IN THE PARADE? 

[   ]  Yes [   ]  No 

 
OTHER: 
ARE YOU PLANNING TO CLOSE SR 162 (WASHINGTON AVE.) TO TRAFFIC?   [   ]  Yes  [   ]  No 

If Yes, you will need to coordinate with WSDOT to approve the road closure.  Visit 
https://wsdot.wa.gov/about/contacts for more information. 
 
ARE YOU PLANNING TO CLOSE ANY OTHER LOCAL STREETS?  [   ] Yes [   ]  No 
If yes, which streets (show on map)? 
 
________________________________________________________________________________ 
 
Will the event interfere with access to emergency services or cause undue hardship or excessive 
noise levels to adjacent businesses and/or residents? (Please explain) 

 
________________________________________________________________________________ 

________________________________________________________________________________ 

 

What methods will you be using to notify adjacent homeowners/businesses? (Please explain) 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
I understand that if deadlines are not met, our event may not be considered for Sponsorship and/or 
the event may not occur.  Initials: _______ 
 
If roads are to be closed for any time at all the Applicant/Sponsoring Unit must contact Washington 
State Department of Transportation (WSDOT) to obtain a permit for the event and provide a copy for 
the City at least 2 weeks prior to the event.   Initials: _______ 
 
I understand that in the planning of activity I must allow for a 20ft access for emergency vehicles and 
also notify adjacent homeowners and businesses.  Initials: _______  
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Permittee agrees to defend, indemnify and save harmless the City of Orting, its appointed and elective 
officers and employees, from and against all loss or 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 
Orting, its elected or appointed officials or employees for damages because of personal or bodily injury, 
including death at any time resulting therefrom, sustained by any person or persons and on account of 
damage to property including loss of therefrom, arising out of any activity under or in connection with 
this event, except only such injury as shall have been occasioned by the sole negligence of the City of 
Orting, its appointed or elected officers or employees.  I also am aware that I must provide $1,000,000 
liability insurance and name the City of Orting as an additional insurer.   Initials: _______ 

    
Certificate of Insurance in the amount of $1,000,000 showing the City of Orting as an 
additional Insurer (please attach). 
  

Name of Insurance Company: ________________________________________ 
 

 Policy Number: ____________________________________________________ 
 

HOLD HARMLESS STIPULATION:   Permittee covenants and agrees to indemnify, defend and hold 
harmless the City, its officers, agents and employees from and against any and all claims, actions, 
liability, cost and expense.  Permittee understands that the Community Event will include the Covered 
Facilities, Orting Station and the Multi-Purpose Center facilities which are all owned by the City of 
Orting.   Initials: _______ 
 

THE UNDERSIGNED APPLICANT HEREBY warrants that he/she is the authorized representative of 
the Sponsoring Organization identified in Section II of this Application, and further AGREES to defend, 
indemnify and hold harmless the City, its officers, officials, employees and volunteers from and against 
any and all claims, suits, actions, or liabilities for injury or death of any person, or for loss or damage to 
property, which arises out of the use of City’s property or from any activity, work or thing done, 
permitted, or suffered by APPLICANT or public in or about the City’s property as a result of the 
APPLICANT’S use of the City’s property.   Initials: _______ 
 

I declare under penalty of perjury (under the laws of the United States of America) that the foregoing 
is true and correct. 
 
APPLICANT SIGNATURE:__________________________________________DATE:___________ 

PRINT NAME:____________________________________________________________________ 

Title/Role with Organization:_________________________________________________________ 

Facilities are based on a first come, first serve basis.  Events do not have special privileges.  
Applications and all required documents may be mailed or brought in to the following to be 
added to the yearly calendar: 
 

Mail to:    Or  Stop by: 
City of Orting        City Hall  
Attention: Special Events   104 Bridge St S 
PO Box 489     Orting, WA  98360 
Orting, WA  98360     

 
 

*If you have questions regarding the application please call (253) 262-7842* 
**A receipt showing payment is NOT approval of the event** 
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City of Orting Sponsorship Application 

 
Are you requesting City sponsorship?  [  ] Yes   [  ] No     
If no, please skip to the FOR ALL SPECIAL EVENTS 
 
 
CITY SPONSORSHIP OF A SPECIAL EVENT:   
 
Some Special Events may qualify for City Sponsorship, according to the City’s Special Event 
Sponsorship Policy.  Applicants for City Sponsorship for a Special Event shall comply with the City’s 
Special Event Sponsorship Policy.  Applicants are advised to review the City’s Policy before requesting 
City Sponsorship for a Special Event.  All City Sponsored Events shall comply with all applicable local, 
state and federal regulations.  
 
All requests for City Sponsorship are reviewed by the City Council’s Community and Government 
Affairs (CGA) Committee, and Applicants will be required to have a representative attend a CGA 
Committee meeting to answer any questions regarding the request.   
 

Applicants seeking City Sponsorship must meet these baseline criteria, and to qualify for City 
Sponsorship the event must abide by all requirements of the Policy, including:  
 

o Hosted by a Non-Profit Organization registered with the Washington Secretary  

of State, and provide proof of active status;  

o Be open to all Orting residents;   

o Serve a valid municipal purpose, such as strengthening the City’s sense of 

                     community or celebrating the City’s History.   

o All items of the application are completed in full and received by the  

City 90 days prior to the date of the event;  

o A brief letter defining the purpose of the event and the tier of sponsorship  

requested (see Section III of this Application for more information);  

o Proof of liability insurance that compiles with the terms of Section IV of the City  

Special Event Sponsorship Policy.   

 
There is no additional fee to apply for City Sponsorship, and Applicants may request sponsorship for a 
specific “Tier.”  The City offers two “Tiers” of sponsorship, with differing levels of support offered by the 
City depending upon the City’s determination of the value added by the event to the community:  

 
Which Tier level of sponsorship are you asking for? 
 

[  ] Tier 1: 

The following are examples of Tier #1 type events and available locations, and any special requirements 
therefor: 

Gazebo, BBQ Area, or North Park – Open to nonprofit organizations registered Active with Secretary 
of State, and must comply with City’s insurance and indemnification requirements.  Organization must 
also purchase a City Business License Blanket Permit if vendors are participating in the event. 
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North Park- For Events more than 1-day usage, open to nonprofit organizations registered Active with 
Secretary of State, and must comply with City’s insurance and indemnification requirements.   
Organization must also purchase a City Business License Blanket Permit if vendors are participating in 
the event. 

Tier 1~ Sponsorship includes:   

• City Logo on Event (all City-Sponsored Events shall place the City Logo on all materials advertising 
the Event)  

• City has a Booth at No Charge 

• Posting of the Event on the City Reader Board 

• Posting of the Event on the City Website and Facebook 

• Usage of the above noted facilities at No Fee 

• 1 Maintenance Staff for eight (8) hours 

• City to hang the banner, provided by the event, over Washington Avenue at no fee. 

 

[  ]  Tier 2: 

The following are examples of Tier #2 type events and available locations, and any special 
requirements therefor:  

Block Train Street/Calistoga/Parking Lots with MPC/Gazebo/North Park- Open to nonprofit 
organizations registered Active with Secretary of State, and must comply with City’s insurance and 
indemnification requirements.  Must purchase a City Business License Blanket Permit if vendors are 
participating in the event. 

Block Train Street/Calistoga/Washington/Parking Lots with MPC/ Gazebo/North Park-Open to 
nonprofit organizations registered Active with Secretary of State, and must comply with City’s insurance 
and indemnification.  Must purchase a City Business License Blanket Permit if vendors are participating 
in the event. 

Tier 2 ~ Sponsorship Includes:   

• City Logo on Event 

• City has a booth at No Charge 

• Posting of the Event on the City Reader Board 

• Posting of the Event on the City Website and Facebook 

• Usage of above noted Facilities at No Fee  

• Spider Box (2) Usage 

• 1 Maintenance Staff for eight (8) hours 

• Police Staff for set up/take down of Barricades, Cones, Traffic Signs & Directing Traffic or  
Police to set up/take down Barricades/Traffic Signs/Cones, but will not stay for the event 

• 2 Port-A-Potties 

• 1 Dumpster 

• Barricades/Cones/Traffic Signs 

• City to hang the banner, provided by the event, over Washington Avenue at no fee 
 

If City Sponsorship is authorized by the City Council, the Sponsored Organization will be required to 
execute an Agreement with the City, acknowledging and agreeing to terms including but not limited to 
such issues as insurance and indemnification. 
 
 
 



Revised 1/5/22 by M.Alfiere   8 

FACILITY RENTAL RATES 
 

MULTI-PURPOSE CENTER (MPC) 
The multi-purpose center is located at 202 Washington Ave. S in the same building as the library.  
This rental includes a large room with a stage (occupancy of 148), a kitchen with 2 stoves, a 
refrigerator, a freezer, and counter space.  This facility also includes tables and chairs.  A refundable 
deposit of $150 is required to secure this space.  If you will be serving alcohol, a $300 banquet permit 
will be required. 
 
 Resident Non-Resident Non-Profit Organization 

Full day M-F $150.00 $200.00 $20.00 

Half day (5 hours) M-F $100.00 $150.00 $20.00 

Full day Sat/Sun $200.00 $250.00 $100.00 

Half day (5 hours) 
Sat/Sun 

$150.00 $200.00 $50.00 

 
ORTING STATION 
The Orting station located at 101 Washington Ave. NW is an open building that includes a large open 
area, a restroom, some counter space and a sink.  This facility does NOT include tables and chairs.  
A refundable deposit of $50 is required to secure this space. 
 

 Resident Non-Resident Non-Profit Organization 

Full day (any day) $100.00 $200.00 $50.00 

Half day (5 hours)  $50.00 $100.00 $25.00 
 

COVERED BBQ AREA 
The covered BBQ area is located in the Main Park at 101 Train St. SW near the Bell Tower.  This 
facility is also near the playground, horse shoe pits and park restrooms.  Contact the Lions Club for 
BBQ racks.  Up to 5 picnic tables can be placed under the covered area upon request.  A refundable 
deposit of $50 is required to secure this space. 
 
 Resident Non-Resident Non-Profit Organization 

Half day (5 hours)  $30.00 $60.00 $20.00 

 
GAZEBO 
The Gazebo is located in the South Main Park at 102 Train St. SW near the Bell Tower.  This facility 
is also near the basketball court. A refundable deposit of $50 is required to secure this space. 
 
 Resident Non-Resident Non-Profit Organization 

Half day (5 hours)  $30.00 $60.00 $20.00 
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For City Use Only 

 

Date Application Received: ____________    Dept. Meeting Date: ____________ 

 

Event Application Completed: [  ] Yes  [   ] No Certificate of Insurance:  [  ] Yes  [  ] No 

Detailed Event Map: [  ] Yes [  ] No  WSDOT Street Closure Permit: [  ] Yes  [  ] No  [  ]N/A 

 

Application Approved:  [   ] Yes   [   ]  No   Date:________  Initials: ________ 

 

Total Fee Amt $___________      Date Paid: ___________       Receipt # ___________ 

 

NOTES: 

 

 

 

 

 

 

 

 

 

 

 

 

 


