
 
 
 
 

SPECIAL EVENT PERMIT 
 
 
 
A Special Event Permit is required to hold certain special events or receive special 
services within the City of Big Lake. 
 
“SPECIAL EVENT” means any concert, parade, fair, show festival, carnival, rally, party, 
filming of movie, video or television show, motorcade, run, fishing, swimming, or other 
lake activities, street dance, bike-a-thon, race, walk or athletic event or other attended 
entertainment or celebration that is to be held in whole or in part upon publicly owned 
property or public right-of-way, or, if held wholly upon private property, will require the 
use of special services. 
 
 “SPECIAL SERVICES” means the exclusive allocation of City resources, including, but not 
limited to, City personnel, equipment, right-of-way, property or facilities for use in 
conjunction with a specific event or activity, as requested by the host or sponsor of the 
event, or as requested by or on behalf of any person attending the event, or deemed 
necessary by City staff in order to maintain public safety.  Special Services shall 
include, but not be limited to, any of the following: street closures requiring police 
officers to stop or reroute traffic, special police protection, stationary emergency 
vehicles at or in the immediate vicinity of the event, exclusive use of City streets as a 
staging area or for event parking, additional street cleaning and garbage removal 
services, special signage, such as temporary no parking signs, the use of any City 
buildings, equipment or other property for any purpose other than the normal daily 
operations of the City, or the City otherwise providing exclusive services.   
 
 
A Park/Facility Rental Agreement is attached to this application packet. This is only 
required to be filled out if you are requesting exclusive use of a park structure such as a 
pavilion area during your event. The fee for the exclusive use of a park structure during 
your event is $30 and requires approval from the City of Big Lake Public Works Director 
or his/her designee.  
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SPECIAL EVENT PERMIT APPLICATION 

 
Special Event Permit Application must be filed with the City of Big Lake at least sixty (60) days in 
advance of the date that the special event is to occur.  Application materials and payment of the 
$25.00 Event Permit Fee should be sent to:   

 
City of Big Lake 
Attention:  Trisha Lindahl 
160 Lake Street North 
Big Lake, MN 55309 
tlindahl@biglakemn.org 

   
Title, Purpose, and Description of Event: (include map) ______________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
 
Event Date:                ____________________ 
 
Event Start Time:       ____________________                Event End Time:  _____________________  
 
Event Location and Address:   ________________________________________________________ 
 
Applicant Name:        ___________________________    Title:   _____________________________ 
 
Applicant Address:    ___________________________    Date Applied:  _______________________ 

                                  ___________________________                 
 
Applicant Phone:       ___________________________    Applicant Cell:  ______________________ 
 
Applicant E-Mail:       ___________________________    Applicant Fax:  ______________________ 
 
Organization Name:  ___________________________ 
 
Are you an authorized applicant for this organization?       _____ Yes       _____ No 
 
Is organization a 501(c)(3)?         _____ Yes       _____ No 
     [If yes, please attach copy of current verification of 501(c)(3) status] 
 
Anticipated number of:     Participants - ________      Spectators - ________      Vehicles - ________

For Office Use Only 
Application/Fee Received By: 
Fee Amount Paid: 
Date Received:  
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Is there a fee or donation required as a condition of          _____ Yes       _____ No 
attendance or participation in this event?   
  -- If yes, describe the amount to be collected and explain the purpose of the collected fee/donation. 
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
 
Will alcoholic beverages be served?                       _____ Yes       _____ No 
     (Please note that a separate license is required to sell or serve alcoholic beverages) 
 
Will food and/or non-alcoholic beverages be served?        _____ Yes       _____ No 
   -- If yes, describe nature of the food, non-alcoholic beverages, sanitation measures, and food  
      handling procedures.  
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
 
Have you obtained the necessary permits from  
the Department of Health, the Department of  
Agriculture, and Sherburne County?                        _____ Yes       _____ No 
   -- If yes, please attach copies of permits.  
 
Will there be any merchandise sold or given away?      _____ Yes        _____ No 
   -- If yes, please describe.       
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
 
Will there be any structures, tents, canopies,  
bleachers, scaffolding, grandstands, reviewing  
stands, stages, or platforms?                       _____ Yes        _____ No 
   -- If yes, please describe, including number and sizes.       
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
 
Describe plans for proposed security and crowd control.  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
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Describe plans to provide first aid.  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Describe plans for animal control.  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Describe plans for parking control.  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Describe plans for temporary closing of streets; provide specific locations and times of closing (please 
attach map).  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Describe plans for fencing, gates, and location of signs (please attach map).  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Describe plans for clean-up; include number, type, and location of trash containers, dumpsters and 
portable toilets.  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Will there be any sound amplification, playing of 
music or musical instruments?                       _____ Yes       _____ No 
   -- If yes, please describe.       
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
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Describe any City services and/or equipment being requested for this event (i.e., barricades, cones, 
signs, tables, personnel).  
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Does the applicant request the City to restrict or 
alter parking, vehicular traffic, or pedestrian 
traffic patterns?                        _____ Yes       _____ No 
   -- If yes, please describe.       
      _____________________________________________________________________________  
      _____________________________________________________________________________  
      _____________________________________________________________________________ 
 
Does the applicant request the use of City parks 
or shelters?                        _____ Yes       _____ No 
   -- If yes, please complete a Park/Facility Rental Agreement (attached) and submit the 
documentation and $30 fee with this application.       

 
***Special Events Permits held on public waters must  be approved by the Sherburne*** 

County Sheriff’s Department and the Minnesota Department of Natural Resources. 
 

INSURANCE REQUIREMENTS: 
Important Rules: 
1. To secure a park reservation, a $50.00 clean-up deposit must be received with the application.  

Make checks payable to:  City of Big Lake. 
2. Event organizers are responsible for cleaning up and disposing of garbage at the event’s 

conclusions. 
3. City of Big Lake personnel will inspect the areas after the event.  Any costs for repair or clean-up 

in excess of the $50.00 deposit will be billed to the individual and/or group who reserved the 
facility.  The sponsoring group and/or applicant are responsible for any damage or accidents that 
may occur in connection with the event.  Deposit is refundable only by recommendation of City 
Staff. 

4. Facility use for all events is on a first come, first served basis. 
5. Decorations and signage must be approved by City of Big Lake Public Works and Planning and 

Zoning. 
The sponsoring group must take all reasonable safety precautions during the event.  If canceling or 
postponing your event, please notify the City of Big Lake at least forty-eight (48) hours in advance of 
the original event date. 
The event organizers are responsible for enforcing and following all City Ordinances and Park 
Regulations. 
The event organizer is responsible for acquiring all needed permits (i.e., zoning, temporary use, 
building, Department of Health, etc.); please include copies of all permits with this application.  
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Certificate of Insurance: 
 
The applicant shall provide insurance which will indemnifies the City of Big Lake and its elected 
and/or appointed officials, agents, and authorized volunteers from and against any and all claims, 
actions, suits, proceedings, costs, expenses, damages, obligations, penalties, injuries, and liabilities 
(including, without limitation, reasonable court costs, attorney’s fees, and the cost of appellate 
proceedings) arising in connection with the proposed uses in amounts of at least $500,000 per injury 
and $1,500,000 per occurrence.  The policy shall name the City of Big Lake as an additional insured 
“as their interest may appear”. 
 
 
Insurance Company:  ____________________________  Policy #: _________________________ 
 
 
(I) (We) the undersigned, hereby apply to use facilities owned or operated by the City of Big Lake for 
the above event.  The applicant shall comply with all applicable laws and ordinances, codes, and 
regulations of other governmental agencies.  As the sponsor or authorized representative, I certify 
that the information provided is true to the best of my knowledge and agree to pay the application fee 
for this event based upon the information provided in this application.  I realize my submission of this 
application constitutes a contract between myself and the City of Big Lake and is a release of liability.   
 
 
 
 
________________________________________               ___________________________ 
                   Signature of Applicant                             Date 
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SPECIAL EVENT PERMIT APPROVALS 
 

 
NAME AND TYPE OF EVENT:   _________________________________________________________  
 
DATE AND TIME:                    _________________________________________________________ 
 
 
1. POLICE DEPARTMENT 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
2. FIRE DEPARTMENT 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
3. BUILDING DEPARTMENT 

Approved by:    _______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
4. PUBLIC WORKS DEPARTMENT 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________
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5. SHERBURNE COUNTY SHERIFF’S DEPARTMENT 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
6. MN DEPARTMENT OF NATURAL RESOURCES (DNR) 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
7. CITY CLERK 

Approved by:    ______________________   _____________________   ___________ 
                                 Signature                            Title      Date   
 
Comments:  _________________________________________________________ 

_________________________________________________________ 
_________________________________________________________ 

 
 
FINAL APPROVAL AND SIGN OFF 
 
 
______________________________________________________________________________ 
                         Signature                                                 Title                                                               Date 
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Office Use Only 

 
 
Check “√” as completed or use “N/A” (Not Applicable) where appropriate: 
 
____ 1. Final check has been made of application requirements. 
 
____ 2. Event is approved by City Council. 
 
____ 3.  All required permits are issued and on file. 
 
____ 4.  Refundable clean up fee has been paid. 

 
____ 5. Insurance Certificate and Hold Harmless Agreement is on file with application. 
 
____ 6. Surety Bond is on file to secure payment for applicant’s obligation to the City. 
 
____ 7. Application is complete. 
  
____ 8. Special conditions are attached. 
 
 
 
 
REVOCATION  
 
The City Council may revoke a Special Event Permit if the conditions set forth in the permit 
application are not being followed. 
 
 
PERMIT IS HEREBY REVOKED. 
 
 
______________________________________________________________________________ 
                         Signature                                                 Title                                                               Date 
 
 
Reason(s) for revocation:    ________________________________________________________ 

 ________________________________________________________ 
 ________________________________________________________ 
 ________________________________________________________  
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