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Department of Community Resources 

COMMUNITY & SPECIAL EVENT APPLICATION 
 

If your event meets one or more of these qualifications, then this Community & Special Event Application  
must be completed in full and submitted at least 60 days prior to the event (180 days for admission events):

Event is a new event to be held on public property

Event is open to the general public (either free or ticketed)

Event requires multi-Division/Department approval (ie Parks, Recreation, Streets/Traffic, etc.)

Event includes a walk, run or biking component (either charity or competitive)

COMMUNITY & SPECIAL EVENT PLANNING CHECKLIST

Contact the respective City representative(s) to check availability and address any questions you 
may have regarding a specific site or facility.  If you are unsure who to contact, please call the City's 
Community Event Coordinator at (303) 987-7859.

AS SOON AS POSSIBLE:

Parks Facility/Site Use Reservation:  All events planned for a park's picnic shelter must reserve 
the facility by contacting the Community Resources offices at (303) 987-7800.  Reservations for Bear 
Creek Lake Park can be made by calling (303) 697-6159.

AT LEAST 180 DAYS PRIOR TO EVENT:

City of Lakewood Heritage, Culture & Arts Facility License Agreement: All public events and/or 
any event at which admission is to be charged and planned for Lakewood's Heritage Center at Belmar 
Park must submit this application and execute the site's license agreement.

Athletic Field Use Permit:  All events planned for an athletic field (excludes Bear Creek Lake Park, 
Bear Creek Greenbelt and William F. Hayden Park) must reserve the facility by contacting the 
Recreation Department at (303) 987-4804.

Event is planned for Bear Creek Lake Park and anticipates more than 50 people attending/participating

The following checklist is designed to help producers with the planning of their events.  The City of 
Lakewood's role is not to plan your event, but to help with the process, provide guidance and suggestions 
and to head off any potential problems or concerns.  Because policies and procedures, especially those of 
other jurisdictions, evolve and change, it is the responsibility of the event producer to secure any and all of 
the necessary approvals--even if omitted from this checklist.

APPLICATION FEES (non-refundable)

$50.00 for all other events

$25.00 for events with less than 150 participants or produced by 501 (c)(3)

Please make checks payable to:  City of Lakewood



AT LEAST 30 DAYS PRIOR TO EVENT:

West Metro Fire Protection District Special Event Permit:  Required for all special events 
(defined as outside normal daily operations) in the District and/or any public event where propane is 
to be used or tents exceeding 400 square feet are to be erected. 

Colorado Department of Revenue Liquor Enforcement Division Special Events Permit:  
Nonprofits that wish to sell liquor, either directly or indirectly, at their event must apply for a Special 
Event Liquor Permit.

City of Lakewood Department of Finance Special Event Reporting Log:  If your event includes 
food or retail sales of any kind, you must collect and submit sales tax.

AT LEAST 14 DAYS PRIOR TO EVENT:

Contact the Regional Transportation District regarding any street closures that affect bus routes.

City of Lakewood Parade (Bike/Pedestrian Event) Permit:  Required for events with plans to 
conduct a parade, bike and/or pedestrian event on a City street.

City of Lakewood Block Party Permit:  Required for events with plans to temporarily barricade a 
street.

City of Lakewood Noise Permit:  Required for events with plans to amplify sound in any way.  
Generally, unreasonable and excessive noise, including amplified sound, is not permitted between the 
hours of 10:00 p.m. and 7:00 a.m.  Please direct any specific questions to the City Clerk's Office at 
(303) 987-7080.

City of Lakewood Building Permit Application: May be required for events with plans to erect 
staging, large tents and/or other temporary structures.  Please contact the Department of Public 
Works with any questions at (303) 987-7500.

City of Lakewood Electrical Permit Application:  May be required for events with plans to connect 
to established electrical services at a facility or venue.  Please contact the Department of Public Works 
with any questions at (303) 987-7500.

Jefferson County Public Health Certificate of Approval to Operate a Special Food Service 
Event:  Required for all special events in Jefferson County that offer food for public consumption.

COMMUNITY & SPECIAL EVENT PLANNING CHECKLIST continued...

City of Lakewood Regional Parks Special Event Application & Permit:  All events planned for a 
Regional Park (Bear Creek Lake Park, Bear Creek Greenbelt or William F. Hayden Park) must secure a 
permit.  Completing this Community & Special Event application is the first step in the process.

AT LEAST 60 DAYS PRIOR TO EVENT:

Colorado State Patrol Application for Permit to Conduct Special Event on State Highway:  All 
events planned on state highways that requires any type of road closure, restriction, or may create 
significant impact to the motoring public.



Department of Community Resources 

COMMUNITY & SPECIAL EVENT APPLICATION 
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)

GENERAL EVENT INFORMATION

Name of event:

Exact street address or location of event: Date(s) of event:

Hours of Event: Start time (for athletic events):

First time event? Yes No

Estimated attendance:

Brief description of event:

Name of Sponsoring Organization: Contact:

Address (include City, State & Zip): Phone:

Federal Employee ID Number: Contact's email:

Name of Organizer/Coordinator: Email:

Address (include City, State & Zip):

Fax:Cell (24 hours):Phone:

Emergency Contact: Email:

Address (include City, State & Zip):

Fax:Cell (24 hours):Phone:



Department of Community Resources 

COMMUNITY & SPECIAL EVENT APPLICATION 
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)

Are you planning to serve food at your event? Yes No

Are you planning to serve beer and wine at your event? Yes No

Are you selling merchandise at your event? Yes No

Are you erecting a tent over 400 sq. ft? Yes No

Are you requesting street closure? Yes No

Is there an athletic event component? Yes No Walk Run Bike

Application must include a detailed site plan identifying any and all amenities and their quantities including but 
not limited to:

Food vendor locations Beer & wine locations Commercial exhibitor locations

Tents & canopies Generators Portable Toilets

Parking Athletic event route Street closure

Fencing Inflatables & amusements Petting zoo & animal locations

Performance stages Trash & recycling containers First aid/medical

SAFETY/SECURITY PLAN

Is there a need for security during the event? Yes No

Is there a need for EMT's on site? Yes No

Are you planning fireworks or open fires? Yes No

Overnight security? Yes No

Is there a need for an ambulance on site? Yes No

Is there a need for lifeguards on site? Yes No



Department of Community Resources 

COMMUNITY & SPECIAL EVENT APPLICATION 
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)

The responsible organization (applicant), as a condition of being granted use, permit and/or license to conduct 
a special event within the City of Lakewood, agrees to comply with all policies, rules and regulations of the City 
of Lakewood and all other relevant and applicable procedures and laws including but not limited to: 
  

1.  The services and activities provided by the event are those of an independent entity and not as an 
employee, officer, official or agent of the City. 

2.  To the fullest extent permitted by law, the applicant shall indemnify and hold harmless the City of 
Lakewood, its officers, employees, and insurers, from and against claims, damages, losses and 
expenses, including but not limited to attorneys' fees, arising out of or resulting from performance of 
this contract, provided that such claim, damage, loss or expense is attributable to bodily injury, 
sickness, disease or death, or to injury to or destruction of tangible property, but only to the extent 
caused by the negligent acts or omissions of the Licensee, a Subcontractor, anyone directly or indirectly 
employed by them or anyone for whose acts they may be liable.  Such obligation shall not be construed 
to negate, abridge, or reduce other rights or obligations of indemnity which would otherwise exist as to 
a party or person described in this paragraph.  The Licensee agrees to investigate, handle, respond to, 
and to provide defense for any such liability, claims, or demands at the sole expense of the Licensee, 
and agrees to bear all other costs and expenses related thereto, including court costs and attorney fees, 
whether or not any such liability, claims, or demands alleged are groundless, false, or fraudulent. 

3.  If requested by City, the applicant shall at its own expense keep in full force and effect during the term 
of any agreement, and during the term of any extension or amendment of any agreement, the following 
Limits of Liability Insurance and name the City of Lakewood, its officers, officials and employees as 
Additional Insured: 

a. General Aggregate     $1,000,000 
b. Products  - Completed Operations Aggregate $1,000,000 
c. Personal Injury     $500,000 
d. Each Occurrence     $500,000 
e. Damage to Premises Rented to You   $100,000 
f. Medical Expenses (Any One Person)  $5,000  

4.  The responsible organization, if holding the special event on City property shall, upon conclusion of the 
event, return the site to its pre-event condition immediately. 

5.  The City of Lakewood cannot issue permits or approve activities on behalf of other jurisdictions, 
including but not limited to Jefferson County, Colorado State Patrol or the State of Colorado.  It is the 
responsibility of the applicant to secure the necessary approval from other entities. 

6.  The City of Lakewood cannot guarantee availability of public property for community and/or special 
events. 

7.  Applicant understands that the violation of the terms and conditions of any use, permit and/or license 
resulting from this application may result in the immediate cancellation of the use, permit and/or license 
and the denial of future use, permit and/or license.

Applicant's Signature

Applicant's Printed Name

Date
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COMMUNITY & SPECIAL EVENT APPLICATION
 
If your event meets one or more of these qualifications, then this Community & Special Event Application 
must be completed in full and submitted at least 60 days prior to the event (180 days for admission events):
COMMUNITY & SPECIAL EVENT PLANNING CHECKLIST
AS SOON AS POSSIBLE:
AT LEAST 180 DAYS PRIOR TO EVENT:
The following checklist is designed to help producers with the planning of their events.  The City of Lakewood's role is not to plan your event, but to help with the process, provide guidance and suggestions and to head off any potential problems or concerns.  Because policies and procedures, especially those of other jurisdictions, evolve and change, it is the responsibility of the event producer to secure any and all of the necessary approvals--even if omitted from this checklist.
APPLICATION FEES (non-refundable)
Please make checks payable to:  City of Lakewood
AT LEAST 30 DAYS PRIOR TO EVENT:
AT LEAST 14 DAYS PRIOR TO EVENT:
COMMUNITY & SPECIAL EVENT PLANNING CHECKLIST continued...
AT LEAST 60 DAYS PRIOR TO EVENT:
Department of Community Resources
COMMUNITY & SPECIAL EVENT APPLICATION
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)
GENERAL EVENT INFORMATION
First time event?
Department of Community Resources
COMMUNITY & SPECIAL EVENT APPLICATION
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)
Are you planning to serve food at your event?
Are you planning to serve beer and wine at your event?
Are you selling merchandise at your event?
Are you erecting a tent over 400 sq. ft?
Are you requesting street closure?
Is there an athletic event component?
Application must include a detailed site plan identifying any and all amenities and their quantities including but not limited to:
SAFETY/SECURITY PLAN
Is there a need for security during the event?
Is there a need for EMT's on site?
Are you planning fireworks or open fires?
Overnight security?
Is there a need for an ambulance on site?
Is there a need for lifeguards on site?
Department of Community Resources
COMMUNITY & SPECIAL EVENT APPLICATION
Must be completed in full & submitted at least 60 days prior to the event (180 days for admission events)
The responsible organization (applicant), as a condition of being granted use, permit and/or license to conduct a special event within the City of Lakewood, agrees to comply with all policies, rules and regulations of the City of Lakewood and all other relevant and applicable procedures and laws including but not limited to:
 
1.  The services and activities provided by the event are those of an independent entity and not as an employee, officer, official or agent of the City.
2.  To the fullest extent permitted by law, the applicant shall indemnify and hold harmless the City of Lakewood, its officers, employees, and insurers, from and against claims, damages, losses and expenses, including but not limited to attorneys' fees, arising out of or resulting from performance of this contract, provided that such claim, damage, loss or expense is attributable to bodily injury, sickness, disease or death, or to injury to or destruction of tangible property, but only to the extent caused by the negligent acts or omissions of the Licensee, a Subcontractor, anyone directly or indirectly employed by them or anyone for whose acts they may be liable.  Such obligation shall not be construed to negate, abridge, or reduce other rights or obligations of indemnity which would otherwise exist as to a party or person described in this paragraph.  The Licensee agrees to investigate, handle, respond to, and to provide defense for any such liability, claims, or demands at the sole expense of the Licensee, and agrees to bear all other costs and expenses related thereto, including court costs and attorney fees, whether or not any such liability, claims, or demands alleged are groundless, false, or fraudulent.
3.  If requested by City, the applicant shall at its own expense keep in full force and effect during the term of any agreement, and during the term of any extension or amendment of any agreement, the following Limits of Liability Insurance and name the City of Lakewood, its officers, officials and employees as Additional Insured:
a.         General Aggregate                                             $1,000,000b.         Products  - Completed Operations Aggregate         $1,000,000c.         Personal Injury                                             $500,000d.         Each Occurrence                                             $500,000e.         Damage to Premises Rented to You                           $100,000f.         Medical Expenses (Any One Person)                  $5,000 
4.  The responsible organization, if holding the special event on City property shall, upon conclusion of the event, return the site to its pre-event condition immediately.
5.  The City of Lakewood cannot issue permits or approve activities on behalf of other jurisdictions, including but not limited to Jefferson County, Colorado State Patrol or the State of Colorado.  It is the responsibility of the applicant to secure the necessary approval from other entities.
6.  The City of Lakewood cannot guarantee availability of public property for community and/or special events.
7.  Applicant understands that the violation of the terms and conditions of any use, permit and/or license resulting from this application may result in the immediate cancellation of the use, permit and/or license and the denial of future use, permit and/or license.
Applicant's Signature
Applicant's Printed Name
Date
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