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SPECIAL EVENT APPLICATION 
 

Definition:  “Special events” include any event which is to be conducted on public property or public right-of-way; and, 
any event held on private property which would have a direct significant impact on traffic congestion or traffic flow to and 
from the event over public streets or rights-of-ways near the event, or, which would significantly impact the need for City-
provided emergency services, such as police, fire, or medial aid. It is presumed that any event on private property which 
involves an open invitation to the public, or events where the attendance is by private invitation of 100 or more people 
are each presumed to be an event that will have a direct significant impact on public streets, rights-of-way or emergency 
services.  Special events may include but are not limited to fun runs/walks, athletic competitions, bike-a-thons, parades, 
carnivals, city/town heritage celebrations, shows or exhibitions, holiday festivals, circuses, block parties, markets, musical 
entertainments, and motion picture filming.   
 

Application:  The following must be submitted at least ninety (90) days prior to event date: 
 

 Completed Application (ALL sections of application must be completed. Indicate “N/A” if an item does not apply) 

 Event Map and Timeline 

 Payment of Special Event Fee ($200 paid via cash, check, credit, or debit) 

 Completed Banner Application (if applying for sponsorship & requesting a banner be placed over SR-162) 

 

In addition, the following must be submitted thirty (30) days prior to event date: 
 

 Insurance Certificate in the amount of $1 million per occurrence and $2 million general aggregate, 

listing City of Orting as additional insured. 

 Road closure permit issued from WSDOT (if applicable). 

 Payment of Fees for additional services requested (not covered by sponsorship). 
 

Upon receipt, a meeting with City Department Heads will be scheduled.  It may be required that the applicant meet with 
Department Heads to review the Special Event Application to assure guidelines and preparation prior to the event.  After 
your application has been reviewed, you will be notified if your event has been approved.   
 

APPLICANT NAME: _______________________________________________________________________ 

ORGANIZATION NAME: ___________________________________________________________________ 

ARE YOU NON-PROFIT:   Yes     No IF YES, UBI#:_________________________________________ 

MAILING ADDRESS: ______________________________________________________________________ 

EVENT NAME: ___________________________________________________________________________ 

BRIEF DESCRIPTION OF EVENT:____________________________________________________________ 

DATE(S) OF EVENT: ______________________________________________________________________ 

EVENT TIMES:  Set-Up ________  Start of Event ________   Exit Time ________    End of Event ________     

ANTICIPATED NUMBER OF ATTENDEES: Low Estimate _________ High Estimate __________ 

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

Phone: 360-893-9017 or (cell) 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:_____________________ 

COMPLETE THE FOLLOWING FOR ALL SPECIAL EVENTS: 
 
1.  TYPE OF EVENT (check all that apply):  
 

 Festival/Carnival/Fair 

 Parade  

 Run/Race (*If you do not require the  

use of City parks, facilities, or services, you  

do not need to complete this application.  

Please submit a separate trail use application.) 

 
Does this event involve political or religious activity intended primarily for the communication or expression of 

ideas?   Yes     No   (If yes, please explain):____________________________________________________ 

 
2.  FACILITIES & PARKS USAGE REQUESTED (Check all that apply. See Appendix A for rental rates): 
 

 BBQ Area     

 Gazebo 

 Orting Station building 

 Multi-purpose Center (MPC) 

 Charter Park (the skate park) 

 
Please answer the following questions: 
 

Will you have additional garbage services 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)?  

____________________________________________________________________________ 
 

3.  INSURANCE:  A Certificate of Insurance in the amount of $1 million per occurrence and $2 million general 
aggregate showing the City of Orting as an additional Insured is required for all special events, and must be 
submitted a minimum of 30 days prior to the event.  The City may require Applicant/Organization to purchase 
additional insurance coverage if deemed necessary. 
 

 Basketball Court (no charge) 

 North Park Fountain Pavilion (no charge) 

 North Park Grass Area (no charge) 

 South City Park Grass Areas (no charge) 

 Bell Tower area at Main City Park 

 

 Walk Procession/Organized 

Rally/Demonstration 

 Block Party   

 Other (Please specify): 

__________________________________ 
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4.  SERVICES REQUESTED: Please indicate what services you are requesting be provided by the City of Orting.  If 
a listed service is included as part of your potential City sponsorship, please leave the price area blank and check 
the “sponsored” box (You will also indicate what services you are requesting be sponsored on the included 
Sponsorship Application). $200 Application Fee and $100 Blanket Vendor Permit are not covered by event 
sponsorship. 

         
            City Services (please mark all that apply)   Price    Total Price Sponsored 

 1 Public Works staff     $75/hr x ___ hrs  $________           

 2 Public Works staff     $150/hr x ___ hrs  $________           

 1 Police Officer       $100/hr x ___ hrs  $________           

 2 Police Officers      $200/hr x ___ hrs  $________           

 1 Dumpster                $20/event   $________           

 2 Standard Portable Restrooms    $200/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    $________ 

 Facility Rental *See Appendix A for rental rates  $ Varies               $________           

Cccc                Blanket Vendor Permit     $100/event   $________ 

                                                                         Total For Special Event Services  $________ 

               Special Event Application Fee   $200 
             
            TOTAL TO BE PAID   $________ 

 

5.  BANNER REQUEST - FOR CITY SPONSORED EVENTS ONLY:  If you are applying for event sponsorship and 
plan to have a banner placed across Washington Ave./SR 162 before and/or during your event, a Banner Permit 
Application must be submitted in conjunction with the Special Event Application.  For banner requirements and 
a copy of the Banner Permit Application, email recreation@cityoforting.org. Please note, banner message is 
limited to name, date, and event sponsors. Commercial advertising is not allowed, and the banner may only be 
across SR-162 for 2 weeks. 
 
6.  VENDORS:  Will there be any vendors at your event?   Yes     No    
 
If YES, ANTICIPATED NUMBER OF VENDORS: ___________ 
 

If YES, applicant is responsible for purchasing a Blanket Vendor Permit OR must provide the City documentation 
of a valid business license with City of Orting endorsement for every vendor (Resolution 2011-12).  
Applicant/Organization is responsible for ensuring vendors have obtained all of the necessary food service 
permits or exemption certificates; food worker card(s); L&I licensing documentation; and evidence of liability 
insurance, with products/completed operations coverage required by the Tacoma-Pierce County Health 
Department. 
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It will be the responsibility of the Applicant/Organization 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. Driving and/or parking on the Foothills Trail is not allowed at any 
time before, during, or after the special event. 
 

7.  PARADE INFORMATION:  Will a parade be part of this event?   Yes  No  

If YES, answer the following: ESTIMATED # OF FLOATS/VEHICLES: ________  START TIME: ________  

STAGING TIME: _______ STAGING LOCATION (show on map):________________________________________ 

PARADE ROUTE (show on map):________________________________________________________________ 

__________________________________________________________________________________________ 

Will horses or other animals be in the parade?    Yes  No   If yes, approximately how many? ________ 

*Applicant/Organization is responsible for cleaning up after animals participating in the parade* 

Will the Police Department or Fire Department participate in the parade?   Yes     No 

 
8. STREET CLOSURES & EMERGENCY ACCESS: 
 
ARE YOU PLANNING TO CLOSE WA-162 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? (If yes, please explain)   Yes       No 
 

_____________________________________________________________________________ 
 

What methods will you be using to notify adjacent homeowners/businesses of the event? 

_____________________________________________________________________________ 

 

Please list any other information relevant to your event (use of inflatables, activities that will take place, etc.): 
 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

9: AGREEMENTS 
 
Initials: _______ Applicant understands that if deadlines are not met, the Applicant/Organization’s event  
   may not be considered for sponsorship and/or the event may not occur.   
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Initials: _______ Applicant understands that the Applicant/Organization must provide proof of 
 Commercial General Liability insurance, with a minimum of $1 million per occurrence 
 and $2 million general aggregate coverage, and name the City of Orting as an additional 
 insured at least thirty (30) days prior to event. The City may also require the 
 Applicant/Organization to purchase additional insurance coverage if deemed necessary. 
 

Initials: _______ If State Route WA-162 (Washington Ave.) is to be closed at any point during the event,  
   the Applicant/Sponsoring Organization must obtain a permit for the road closure from  
   the Washington State Department of Transportation (WSDOT) and provide a copy to the 
   City at least thirty (30) days prior to the event. Road closure will NOT be allowed if road  
   closure agreement with WSDOT is not received. 
 

Initials: _______ Applicant understands that it is the Applicant/Organization’s responsibility to inform  
   adjacent homeowners and businesses of the event at least thirty (30) days in advance.   
 

Initials: _______ Applicant understands that the Applicant/Organization must allow for a 20ft access for  
   emergency vehicles at all times during the event.     
 

Initials: _______ The City will provide the Applicant/Organization with a site safety checklist to complete  
   prior to the event.  Applicant understands that if the checklist is not completed and  
   returned to the City at least one (1) business day before the event date, the   
   Applicant/Organization agrees to accept the facilities and premises as-is on the date of  
   the event.   

 

Initials: _______ Applicant/Organization 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.   

    
Initials: _______ Applicant/Organization 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. Applicant/Organization understands that the special event 
may include use of the covered park 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 over the age of 18 and  
   an authorized representative of the hosting organization, 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.    
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I have read and agree to all of the above statements and 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 w/Organization: __________________________________________________________ 

Facilities are based on a first come, first serve basis.  Special Events do not receive special privileges.  
Applications and all required documents may be emailed, mailed, faxed, or dropped off in person at City 

Hall. Payment can be made by mail or in person at City Hall. A receipt showing payment is NOT approval of 
the event. Orting City Hall is located at 104 Bridge St. South in Orting. 

 
If you have questions regarding the application, please contact the Activities & Events Coordinator by calling 

(360) 893-9017 or emailing malfiere@cityoforting.org 
 

- End of Special Event Application -  
 

City of Orting Sponsorship Application 
 
Are you requesting City sponsorship?   Yes    No    If you indicated NO, no further information is required. 

 
REQUIREMENTS FOR CITY SPONSORSHIP OF A SPECIAL EVENT:   
Some Special Events may qualify for City Sponsorship, according to the City’s Special Event Sponsorship Policy (Policy No. 
2017-1).  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. A copy 
of the Special Event Sponsorship policy may be requested by emailing recreation@cityoforting.org.  There is no 
additional fee to apply for City Sponsorship of an event.  However, the event organizer must purchase a $100 Blanket 
Vendor Permit if vendors are participating in the 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:  
 

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

of State, and provide proof of active status;  

 Be open to all Orting residents;   

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

                      community or celebrating the City’s history.   

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

City 90 days prior to the date of the event;  

 A brief letter defining the purpose of the event and requested City services 

(Review the Special Event Sponsorship Policy for more information);  

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

Special Event Sponsorship Policy. 
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Please indicate what services you are requesting be provided by the City of Orting in your sponsorship 
(check all that apply): 

 
 Use of Main City Park, including grass areas, Gazebo, and Covered BBQ Area, located at 101 Train St. SW 

      at no charge. 

 Use of Multipurpose Center (MPC) located at 202 Washington Ave. S. at no charge. 

 Use of North Park, including grass area and Orting Station building, located at 101 Washington Ave NW. 

      at no charge. 

 Close Train St. around the Bell Tower at Main City Park. 

 Close Van Scoyoc Ave. SW at Main City Park. 

 Close Calistoga St. W between Van Scoyoc Ave. & Washing ton Ave.  

 1 Public Works staff for up to eight (8) hours. # of hours requested: _____     

 2 Public Works staff for up to eight (8) hours. # of hours requested: _____      

 Police support to set up barricades/traffic signs and direct traffic (if closing WA-162).     

 1 Dumpster (confirm dumpster size with Activities & Events Coordinator).          

 2 Standard Portable Restrooms (in addition to the 2 existing at Main City Park).     

 Electricity, including 2 Spider Boxes.     

 Audio/PA system (Does not include a DJ).   

 Barricades/Cones/Traffic Signs (Must provide placement on map).       

 Hang event banner over Washington Ave. for 2 weeks (Organizer to provide banner).    

 Event Advertisement on City Reader Board, Website, & Social Media. 

 

• If Event receives sponsorship, Orting City Logo shall be placed on all materials advertising the event 

and the City must be allowed a vendor booth at no charge. 

 

• If Event receives sponsorship, Applicant/Organization must purchase a $100 City Business License 

Blanket Permit if vendors are participating in the event. 

 

• Sponsored services offered by the City of Orting will depend upon the City’s determination of the 

value added by the event to the community. 

 

• 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.  

 

- End of Special Event Sponsorship Application -   
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APPENIX A 

 
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 approximately 6 folding tables and 60 folding chairs.  A 2-hour minimum is required for all rentals. A 
refundable deposit of $150 is required to secure this space.  If you will be serving alcohol, a $300 refundable alcohol 
deposit is required. 

 
 Resident (per hour) Non-Resident (per hour) Non-Profit (per hour) 

Monday-Thursday $30.00 $50.00 $15.00 

Friday-Sunday $50.00 $70.00 $20.00 

 
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 2-hour minimum is required for all 
rentals. A refundable deposit of $100 is required to secure this space. If inflatables will be used, a refundable 
inflatable deposit of $200 and additional insurance is required. 
 

 Resident (per hour) Non-Resident (per hour) Non-Profit (per hour) 

Monday-Thursday $20.00  $30.00 $10.00 

Friday-Sunday  $40.00 $50.00 $10.00 
 

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.  This space is rented per hour with a 2-hour minimum and 5-hour 
maximum rental time. A refundable deposit of $50 is required to secure this space. 
 

 Resident (per hour) Non-Resident (per hour) Non-Profit (per hour) 

Monday-Thursday $10.00  $20.00 $5.00 

Friday-Sunday  $20.00 $30.00 $10.00 

 
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. This space is rented per hour with a 2-hour minimum and 5-hour maximum rental time. A refundable 
deposit of $50 is required to secure this space. 
 

 Resident (per hour) Non-Resident (per hour) Non-Profit (per hour) 

Monday-Thursday $10.00  $20.00 $5.00 

Friday-Sunday  $20.00 $30.00 $10.00 
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For City Use Only 

Event Name: _________________________________________ Event Date:_______________ 

Primary Contact: ____________________________________ Phone: ____________________ 

Checklist/Timeline: 

90+ Days Prior 

[    ] Completed Application received   Date:________ Initials:______ 

[    ] Payment of Fees (Amount: $_________)  Date:________ Initials:______ Receipt#________ 

[    ] Event Map & Timeline     Date:________ Initials:______  

[    ] Proof of Insurance (if sponsored)   Date:________ Initials:______ 

[    ] Completed Banner Application received  Date:________ Initials:______ 

[    ] Department Heads Meeting    Date:________ 

[    ] Sponsorship Letter (if applicable)   Date:________ Initials:______ 

[    ] Approved by CGA (if sponsored)    Date:________ 
 

60 Days Prior (Date:_________)  

[    ] Approved by City Council (if sponsored)   Date:________ 

[    ] Conditions of Approval signed     Date:________ 

[    ] Check-in w/Event Organizer    Date:_______ Initials:_______ 

[    ] Post Event to City Website (if sponsored)  Date:_______ Initials:_______ 

[    ] Order dumpster (if applicable)    Date:_______ Initials:_______ 
 

30 Days Prior (Date:_________) 

[    ] Meeting with Dept. Heads (PW, Police, City)  Date:_______  

[    ] Send Work Order details to Public Works  Date:_______ Initials:_______ WO#_________ 

[    ] Confirm details with Police (if applicable)  Date:_______ Initials:_______ 

[    ] Permit received from WSDOT (if applicable)  Date:_______ Initials:_______ 

[    ] Insurance Certificate Received    Date:_______ Initials:_______ 

[    ] Payment of Remaining Fees (Amount: $_________) Date:_______ Initials:_______ Receipt#________  
 

14 Days Prior (Date:_________) 

[    ] Hang Event Banner     Date:_______ Initials:_______ 

[    ] Confirm PW Staff working event    Date:_______ Initials:_______ 

[    ] Event posted on Social Media    Date:_______ Initials:_______ 

 And Reader Board 
 

1 Week Prior (Date:_________) 

[    ] Final Check-in w/Event Organizer   Date:_______ Initials:_______ 

[    ] Signage posted if closing roads    Date:_______ Initials:_______ 

[    ] Receive safety plan & updated map (if applicable)  Date:_______ Initials:_______ 
 

Day Before Event 

[    ] Place NO PARKING or other signage required  Date:_______ Initials:_______  
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