
 

Instructions and Processing 

Special Event and Food Service Activities 
 

 

CHECK LIST 
 

 30 + DAYS IN ADVANCE 

Application Packets must be submitted no later than 30 DAYS in advance of event set up date to 

allow for adequate processing by city departments and community agencies.  (Applications are 

considered submitted when ALL information requested in the packet is complete, fee is paid and 

packet is delivered to the City.)  

 

 PROCESSING FEE 
A (non-refundable) processing fee of $25 is due and payable as part of the submission packet.   

 

 MAP AND DESCRIPTION 
Each application packet must include a detailed SITE MAP / ROUTE MAP whichever is 

applicable.  The map should clearly include all of the physical details of the event, such as 

proposed road closures, signage, barricade plans, merchant booths, food vendors, portable toilets, 

tables, tents, fencing, stages, and any other activities or special requests as indicated on the 

application.  

 

 LIABLITY INSURANCE CERTIFICATE  
You must provide Liability Insurance that complies with the following requirements. 

 

- Minimum coverage $1,000,000 per occurrence / $2,000,000 aggregate. 

- Brigham City Corporation must be named as an Additional Insured. 

- The date(s) and title of the event must be clearly stated. 

- The certificate must state that the coverage cannot be cancelled or altered without written 

notification to the certificate holder (Brigham City Corporation). 

- Vendors/Merchants must provide a Certificate of Insurance following the same 

guidelines as the applicant or the applicant’s insurance coverage must clearly include 

liability coverage for vendors/merchants and the products they sell. 

- If any work related to the event is to be sub-contracted to a separate entity, the sub-

contractor must provide a separate Certificate of Insurance following the same guidelines 

as the applicant.   

 

 VENDORS/MERCHANTS – TEMPORARY BUSINESS LICENSE 
Any vendor or merchant selling goods and services at the event is required to obtain a 

Temporary Business License from Brigham City Corporation.  Please contact Business 

Licensing at (435) 734-6617.   

 

 HEALTH DEPARTMENT APPROVAL 

If you are serving food or your event qualifies under the following guidelines as a 

“TEMPORARY MASS GATHERING” or “GATHERING”, you must comply with all 

Health Department requirements.  Documentation of HEALTH DEPARTMENT APPROVAL 

including all vendor activities must be submitted with your application packet.  Specifically, the 

event qualifies as a “Temporary Mass Gathering” or “Gathering” when an actual or reasonably 



 

 

anticipated assembly of 500 or more people exists, continues for two or more hours per day, 

and/or includes business activities that include the sale or distribution of food or beverage that is 

not commercially packaged.  This shall not include an assembly of people at a location with 

permanent facilities designed for that specific assembly, unless the designed occupancy levels 

are exceeded.  (See Utah Administrative Code R392-400).  Bear River Health Department 

information can be obtained online at http://www.brhd.org/, in person at 817 West 950 South in 

Brigham City, Utah or by telephone at (435) 734-0845.   Information required by the Health 

Department includes the name of the responsible party, contact phone number, mailing address, 

address of event or business, proof of food handler’s permits and detailed plan of the event or 

business.  The plan should include plumbing fixtures for hand washing, food preparation, food 

storage, cooking facilities, serving method etc.   

 

 PARK/BOWERY or BUILDING/ROOM RESERVATIONS  
Site reservations are required to be made directly with the Recreation Division (435) 734-6610 or 

applicable department.  Confirmation of reservation should be attached to the application packet. 

 

 COST RECOVERY 
The City often incurs costs beyond its normal operating expenses when events are held.  In order to 

determine these costs, you will need to review your event with applicable City departments.  The 

Community Development Department (435) 734-6604 can help you identify the correct departments to 

contact.  An estimate of these costs can be obtained from these departments.  You will be responsible for 

payment of these costs.   

 

 FINAL APPROVAL – PERMIT 
Once your application packet is received it will be reviewed by each of our department directors.  

They will individually approve your application and provide specific requirements for your 

event.  You will receive a copy of the approved application including these comments and 

requirements prior to the event – this copy acts as your permit.  Contact Community 

Development at (435) 734-6604 for status of your final, approved permit. 

 

 

We welcome you to beautiful Brigham City and look forward to working with you on a 

successful event.   

 

Thank you, 

 

Brigham City Community Development Department 

 

 
Jared Johnson 

Director 

  

http://www.brhd.org/


 

 

SPECIAL EVENT PERMIT 
AND APPLICATION 

Application is due 30 days prior to event. 
($25.00 Non-refundable Application Fee Due upon submittal)   

 

1. Event Information / Contact Information 
 

Name of Event:                                                     

Location or Address of Event:                                                   

Date(s) of Event:                            Time of Event:                       *Estimated Attendance:   < 500 [ ]               /  > 500 [ ]      

Set-up Date/Time:                          Take Down Date/Time:                          

Description of Event (Provide detailed information under Section 4):              

                                                                                                         

                                                                                                          

Organization:                                              Nonprofit 501.c3 Tax ID #:       

Primary Contact Person:                                             Phone:              

Address:                                            _  City, State, Zip:        

Email:                                            _ Cell Phone (Day of Event):       

Alternate Contact Person:                                                            Phone:              

Address:                                                                                               City, State, Zip:        

Email:                                            _  Cell Phone (Day of Event):       

 

2. Insurance Requirements and Certification 
 

Liability Insurance Company:                                                                      

Address:                                              City, State, Zip:        

Insurance Agency:                                                                 Phone:       

Insurance Contact:                                                               Email:                                                                                  

This application must be accompanied by a Certificate of Insurance.  Brigham City Corporation must be specifically 
named as an ADDITIONAL INSURED on the certificate with minimum limits of liability in the amount of $1,000,000 per 
occurrence / $ 2,000,000 aggregate. (See cover letter for more information.) 

 



 

 

3. Health Department Requirements 
 

Health Department Permit #:                             Food Sales: Yes [ ] No [ ]                   Alcoholic Beverages: Yes [ ] No [ ]   

A Mass Gathering permit that complies with rule R392-400 must be obtained from the Health Department and 
submitted with this application.  If you intend to sell food or beverages that are not commercially packaged, an approval 
letter from the Health Department must also be submitted with this application.  (See cover letter for more information.)    
 

 

4. Specific Information Regarding Your Event:  (Please complete ALL sections) 
 

In order to assist the City in understanding the needs of the event, please check ALL of the following items that are applicable to the event 
and provide complete and detailed information regarding each item in the table below.  Please include the appropriate letter reference 
with each explanation.  

**Fires are not permitted in City parks without express written consent of the Fire Marshal (435) 734-1401 and Public Works Director (435) 734-6615. 

CHECK ALL THAT APPLY TO THE EVENT:  

ALL SERVICES WHICH REQUIRE CITY ASSISTANCE MUST HAVE PRIOR APPROVAL FROM APPLICABLE DEPARTMENT HEAD - 
ADDITIONAL FEES TO REIMBURSE THE COMMUNITY FOR COSTS INCURRED MAY APPLY. To make arrangements and obtain 
approval, please contact the Community Development Department.  (435) 734-6604  

       a.   Admission to be charged 
       b.   Animals 
       c.   Barricades 
       d.   Bicycles 
       e.   Bleachers 
       f.    Booths-Vendors handing out items 
       g.   Booths-Vendors selling 
       h.   Campfires ** 
       i.    Camping (Overnight) 
       j.    Command Post (Headquarters) 
       k.   Candles (or other open flame) 
       l.    Canopies or tents 
       m. Crowd control 
       n.   Drawing or raffle 
       o.   Electrical requirements 
       p.   Fireworks 
 

       q.  First Aid Station 
       r.   Food – catered by restaurant 
       s.   Food – given away 
       t.    Food – prepared on site 
       u.   Helicopter 
       v.   Helium Balloons 
       w.  Hot Air Balloons 
       x.   Live Entertainment 
       y.   Music - amplification 
       z.   PA system 
       aa. Parade – with floats 
       bb. Parade – without floats 
       cc.  Park Reservation 
     _dd.Portable sanitary units (toilets 
              and hand washing) 
       ee. Private security 

___ff.    Propane gas 
       gg.   Road closure 
        hh.  Security 
       ii.     Sidewalk usage 
        jj.    Sports competition   
       kk.   Stage 
       ll.     Street usage  
       mm.Tents 
        nn.  Traffic control   
       oo.   Trash cans (including  
                collection)                                                                                                                 
        pp.  Vehicles  
       qq.   Other____________ 
___rr.    Other____________ 
___ss.   Other____________ 
___tt.    Other____________ 

 
Please give an explanation for each item checked (indicate letter for reference):  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Verification of Accuracy - Acknowledgment of Responsibility 
 
 

Under penalty of perjury, I hereby certify that the information provided for this entire application is complete and accurate.  I further 

certify that updated information will be provided in writing or on a new application, as required, to Brigham City Corporation prior to 

the event and is subject to complete review and pre-approval.  I understand and agree that the application is subject to final approval 

and issuance of the Special Event Permit including specific terms and conditions.  I hereby acknowledge that illegal or fraudulent 

representation of information will result in immediate revocation of the Special Event Permit once approved and issued.   

 

                                                                                                              

________________________________________       _________________________________________                                                                                                                                                             
Signature of Authorized Agent     Date  



 

 

FOR OFFICE USE ONLY 

DEPARTMENT/DIVISION: RECOMMENDATIONS / COMMENTS / APPROVAL SIGNATURE 

 

 

 

 
 
 
  
 
 
 
 
 
 
  
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date Received:          Fee Paid:                               Receipt #:                       Date Issued:              By:          

Community Development: 

Economic Development:  

 

Emergency Services:  

 

Police:  

 

Public Power:  
 

 

Public Works:  

 

Recreation:  

 

Risk Management:  

 

Other: 

Other:  

 


