
INFORMATION:

To apply for City of Menlo Park special event permit, one must provide a Certificate of Liability Insurance along
with their Special Event Application and payment.

A Certificate of Liability Insurance can be issued by the renter’s homeowner’s insurance or other insurance 
carrier.  In order for the certificate to be valid, it must contain the following:

 The renter’s name must be listed as the one “insured.”

 The policy must not expire before the planned event date.
 The policy must be for $1,000,000.

 The “description” should list the rental location, day, and event planned.

 The City of Menlo Park at 701 Laurel Street, Menlo Park, CA 94025 must be noted as 
“additional insured.”   

A special event permit will not be issued until the required application fees, insurance, and other 
supplementary materials, as indicated in the Special Event Application, have been received. Below you will find
a number of resources if you need to purchase special event insurance for your event. Please note: These 
resources are not provided as a recommendation or sole insurers for special events, but is provided here as a 
tool to aid you in your research in obtaining a Certificate of Liability for your event.     

SAMPLE CERTIFICATE:
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