Special Event Permit Flowchart

STEP A: Initial Contact

Special Event Applicant
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Matt Milde ® Sends Application

Answers Questions
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Community Services

(650) 330-2223 ® Provides Process Overview
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STEP B: Application Received (3 days) *
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Initial Screening Process— Matt Milde (CSD)

® Reviews Application

® Sends email confirmation (48 hours)

® Make and send copies to Internal Staff

STEP C: Staff Internal Review (10 Days) l

Completion of Special Event Application Routing Review Form

Sgt. Matt Dave Whitney Kyle
Ortega Mooney Loy Perata

(Police) (PW - Maint) (PW-Eng.) (Planning)
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More Information Needed

STEP D: Meeting with Applicant (10 days)

Detailed Review of Application
® Matt Milde confirms meeting time with applicant

® Team meets with applicant to review details Not Approved

® Conditions of Approval or Denial is determined by team

® Matt Milde sends Letter of Denial or Conditional Approval (within 4
weeks of receiving application)

¢ Conditionally Approved
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STEP E: Conditional Approval Items (2-3 weeks) STEPA1

Pending Items Needed for Final Approval

® Applicant needs to submit all pending items within 2-3 weeks of
the Letter of Condition Approval to Matt Milde

® Anyitems required by specific department will be routing to the
respective department upon receipt

e |[fitems are not received, the permit is not approved.
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STEP F: Public Notification Process (Up to 60 days)

(Noise Permits Only)

Public Notification

® Planning Department sends out Public Notification

® Any appeals will go to the upcoming Planning Commission Meeting for review
® No appeals will result in approval of the noise permit

® Appeals approved by Planning Commission results in no noise permit.

STEP G: Final Approval (Up to 60 days)

Special Event Permit Issued

Matt Milde sends final special event permit and receipt to applicant
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