
Sign up for an account



Once signed in, select “Create Application”



Select “Special Event Permit”



Read the description, and select “OK”



Select “Begin Application”



Enter the name of the special event, and the location.

Select “Next”



Select which type of event you will be hosting.



Enter the information
about your event. If

using barricades of the
common consumption

area, please attach
maps of each at the

end of the application.



Once finished entering your
information, select “Next”.



Enter your information, and the property owner’s information.

Once complete, select “Next.”



Click the paperclip icon to add your site map, barricade map,
and/or common consumption map.

Click “Label” to label each document - the
application will not submit if they are not labeled.



Accept the Terms and Conditions to complete your application.



Once submitted, you can check the status of your application on the homepage.



Click the dropdown to check status, pay fees, ect.



Check the workflow items to check where your permit is in the approval process.
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