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SPECIAL EVENTS IN MENLO PARK
Thank you for your interest in holding a special event in Menlo Park. Special events play an
important role in building community and creating vibrancy within Menlo Park. Our goal is to help
event organizers plan a safe and successful event creating minimal impacts to the surrounding
neighborhoods. Depending on the nature of your event, additional permits or approvals may be
needed so please allow adequate time for processing. Please read all of the materials thoroughly
and carefully to ensure the Special Event Permit can be processed in a timely manner.

WHAT QUALIFIES AS A SPECIAL EVENT?
If your event meets one or more of these criteria, you will need to complete a Special Event
Application (attached):
e Attendance is expected to exceed 150 people and you will be using outdoor public space
Use of any City street, sidewalk, or other right-of-way
Any City street or lane closures
Any event impacting traffic or intersections
Any noise exceeding the City’s noise ordinance (Municipal Code 8.06.030: Sound
measured from subject site to any residential property: 10 p.m. to 7 a.m. - 50 dBA and
7a.m. to 10p.m. - 60 dBA)
e Parking needs that will exceed the capacity of the venue
e Generate a crowd of spectators sufficient in size to obstruct, delay or interfere with the
normal flow of pedestrian, vehicular traffic, or city facilities
e Community Events (i.e. Block Parties - not for private or exclusive residential use)
e Events occurring for more than 1 day
e Events needing Police regulation, monitoring or control

WHAT IS A SPECIAL EVENT APPLICATION?
A Special Event Application is a detailed questionnaire to gather all critical information about your
event. Instead of completing multiple permit applications, the single application is reviewed
internally by each City department to determine which permits or approvals are required. All
Special Events Applications are due to the City by the established deadlines (listed below). The
acceptance of the application should, in no way, be interpreted as approval of your request. For
larger events, we strongly encourage you to submit the application roughly 6-months in advance.

WHAT IS THE PROCESS FOR OBTAINING A SPECIAL EVENT PERMIT?
1. Submit your completed application with a check made payable to City of Menlo Park for $125 for
minor events/$250 for major events (non-refundable). Applications can be emailed to
mimilde@menlopark.org or delivered to:

Mailed: Drop Off:

City of Menlo Park Arrillaga Family Gymnasium
ATTN: Special Events — Matt Milde ATTN: Special Events — Matt Milde
701 Laurel Street 600 Alma Street

Menlo Park, CA 94025 Menlo Park, CA 94025

For any questions regarding the application, fees, or application process please contact Matt Milde
at 650-330-2223. Incomplete applications will not be processed and you will be asked to submit the
additional information in order to start the application process.


mailto:mlmilde@menlopark.org

2. You will be sent an email acknowledgement that your application has been received. Your
application will then be reviewed by City staff, which may take up to three weeks. During this time,
you may be contacted by City staff for clarification of your event details or to schedule a meeting to
review the application.

3. After a full review of your application, you will receive either a denial letter or a conditions-of-
approval letter. The conditions-of-approval will outline requirements for your event, such as
necessary permits, approvals and/or additional application fees. This may include, but not limited
to, the following:

e Certificate of Liability Insurance

Country of San Mateo Temporary Event Food Permit

Facility Reservation Confirmation

Fire Department Approval or Permits

Proof of Menlo Park Business License

Proof of 501c3 Non-profit status

Public Notification Requirements

4. Public Notification will be required for some permits based on your application. If, in the Planning
Division’s opinion, the proposed event could exceed the noise ordinance limits, the Planning
Division will prepare a public notice to be mailed to all addresses within 300 feet of the subject
property. The notice will state the decision of the City and will serve as the noise permit unless the
request is appealed. The Planning Division will mail the notices on the decision date, which starts
the 10-day appeal period. If the Planning Division does not receive an appeal in writing, the
decision will be become effective on the 11" day. If the decision is appealed, the item will be
scheduled for the next available Planning Commission meeting. The Planning Commission
generally meets on the first and third Mondays of every month. The minimum lead-time between
an appeal and a Planning Commission meeting is approximately three weeks. The Planning
Commission’s decision will also be posted at the Civic Center and on the City’s web page:
http://www.menlopark.org/371/Planning-Commission. The Planning Commission’s decision on the
noise permit also contains a 15 day appeal period before it becomes active, and the decision can
be appealed to the City Council. If the project is appealed to the City Council, the processing time
generally would take more than 60 days, due to scheduling and additional public noticing
requirements. For projects that require public notification, it is recommended that the application be
submitted more than 60 days in advance of the planned event date.

5. Once all of the conditions-of-approval have been met, a Special Event Permit will be issued by the
City. You will be required to have this permit in your possession during your event.

WHEN ARE THE APPLICATION DEADLINES?
Please pay close attention to the following application deadlines:

30-days for Block Parties not required to have a noise permit
60-days for Block Parties required to have a noise permit
60-days for all Minor Events that are not considered Block Parties
90-days for all Major Events

Applications are accepted up to 12-months in advance of the proposed event date. Applicants are
encouraged to apply early to ensure permit is received in a timely fashion. Once an application is
submitted you many not receive confirmation that your event has been approved until 30 to 60-
days after submission. Please allow yourself ample time for permit processing. Applications that do
not meet their required deadline will not be processed.
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CAN MY EVENT BE A FUNDRAISER?
If the event is a fundraiser, you will be required to fill out the Fundraising Form and provide a copy
of the organization 501c3 status. Please inquire about the Fundraising Form with Matt Milde when
submitting Special Event application.

WHAT ARE THE SPECIAL EVENT PERMIT FEES?

Special Event Application Fee: $125 (minor); $250 (major)

Noise Permit Fee: $135

Police Services Fees: Fee based on staff hourly billing rate. 50% of the estimated Police services
must be paid prior to a permit being issued.

Barricade Rental Fees: 3’ barricade - $3/day & 12’ barricade - $8/day (Permit required for pick-up)
Park Rental Fees: Varies (see below) — Park fees are also listed in the City of Menlo Park’s

Master Fee Schedule.

WHAT IS THE DIFFERENCE BETWEEN A “MINOR” AND “MAJOR” EVENT?
The difference between a minor and major event depends on the nature of the event and its impact
on city services. For example, most block parties closing a single road would fall under a “minor”
event, while most fun runs requiring the closure of many roads would be considered a “major”
event. Please contact the permit coordinator, Matt Milde, at (650) 330-2223 if you have questions
on how your event would be categorized.

CAN | POST SIGNAGE?
All signs posted before and during the event shall be approved by staff prior to issuance of the
permit. If the event requires, “No Parking” signage, 72-hour notification is required. Road signage
can be rented from the Menlo Park Corporation Yard with an approved permit.

WHO CAN | CONTACT REGARDING WASTE REMOVAL?
For larger events where additional garbage removal will be needed, please contact Recology at
www.recologysanmateocounty.com or call (650) 595-3900. Failure to remove trash from event will
result in a $250 fine and may result in the inability to obtain a Special Event Permit in the future.

HOW DO | GET A FOOD PERMIT?
If serving food outside, San Mateo County Temporary Event Food permits are issued by County of
San Mateo Environmental Health Services (2000 Alameda de las Pulgas #100, San Mateo, CA
94403 or (650) 372-6200). Documents are available online - smchealth.org. Costs vary depending
on the nature of the event, but applications need to be submitting within 2-3 weeks prior to the
event. A food permit is not required to receive your approved permit from the City of Menlo Park,
but you are responsible for obtaining the necessary San Mateo County permits when serving food
publically.

WHAT IS THE BELLE HAVEN MINI-GRANTS PROGRAM?
The City of Menlo Park Community Services Department has partnered with the Silicon Valley
Community Foundation and the Belle Haven Community Development Fund to initiate the Belle
Haven Mini-Grants Program. If you live in the Belle Haven neighborhood and are planning a
community event, you might be eligible for a grant to help subsidize your special event application
fees. For more details, contact Juanita Croft at (650) 450-5484 or BHaven@siliconvalleycf.org.
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HOW CAN | GET A BUSINESS LICENSE?
Business License shall be obtained for all outdoor sales. Business License applications can be
found online at www.menlopark.org under the Finance Department. Completed forms can be
dropped off at the front desk in City Hall (701 Laurel Street).

CAN | SERVE ALCOHOL?
If serving or selling alcohol, ABC licenses can be obtained by California Department of Alcohol
Beverage Control. More information can be found at www.abc.ca.gov or by calling (415) 356-6500.

CAN | OBTAIN A PERMIT FOR PRIVATE USE?
Yes, a permit may be issued for private events on City facilities where a rental reservation can be
issued (ie. Burgess Park, Nealon Park, Bedwell-Bayfront Park, etc.) provided the event is aligned
with the current use policies of that park/facility. Permits requiring road closures will NOT be
approved for private functions / reserved use (ie. Birthday Parties, Weddings, Reunions, etc.). Any
applicant who wants to close off a public right-of-way for private use will be directed to other City
facilities (ie. Arrillaga Family Recreation Center, Onetta Harris Community Center, picnic/park
facilities, etc).

DO | NEED TO MAKE A RESERVATION FOR PARK SPACE BEFORE | APPLY?
For renting sports fields, picnic areas, or park space, you are welcome to contact the Community
Services Department at 650-330-2223 for rates and availability or inquire within at the Front Desk
of the Arrillaga Family Gymnasium (600 Alma Street). Facility availability can also be viewed at
www.menlopark.org. However, you are not required to make a reservation prior to the submission
of your permit application. Please review the additional rental and use policies of the facilities you
intend to utilize for your event.

IS INSURANCE REQUIRED FOR MY EVENT?
Yes. 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. A

special event permit issued for a private function on private property is not required to submit proof

of liability insurance to the City.

WHAT WOULD CAUSE A PERMIT TO GET DENIED?
Approval or denial of applications are based upon several factors including: size (number of
people), scale, location, route to be closed, community impact, impact on City services, past
practices/experiences with issued permits, intended use, non-payment of fees, poor articulation of
event as reflected in the application and site map, etc.

WHAT IF MY PERMIT IS DENIED?
Any applicant is welcome to re-apply provided they meet the 60-day deadline and pay appropriate
fees; however, depending on the application details we cannot always issue a permit.
Determination of the approval or denial of any application is at the discretion of the Special Event
Permit Committee. Final decisions are appealable to the Community Services Director, please
contact Matt Milde at mimilde@menlopark.org to seek an appeal for a denied permit.
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WHERE CAN | FIND INFORMATION ON INSURANCE CARRIERS?
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.

Company Name Website Phone
AAA Homeowners WWW.aaa.com 800-922-8228
Allied Brokers www.alliedbrokers.com 650-328-1000
Event Helper www.eventhelper.com n/a
Hub International www.eventinsure.hubinternational.com | 650-964-8000
K&K Insurance www.kandkinsurance.com 877-648-6404
Markel American Insurance Co. | www.markeleventinsurance.com 800-236-4252
Private Event Insurance www.privateeventinsurance.com 877-723-3933
RVNA Event Insurance www.specialeventinsurance.com 800-364-2433
Specialty Risk Insurance LLC http://www.specialtyriskinc.com 928-772-0844

WHERE DO | PICK-UP BARRICADES?
You may pick-up barricades/street signage by going to the City of Menlo Park Corp Yard at 333
Burgess Drive on Mon-Fri 8am-4pm; please ask for Irv Meachum. The Menlo Park Corp Yard is
closed every other Friday, please contact the number above if you wish to pick-up barricades on a
Friday to verify if the Corp Yard will be open. Rental fees apply as articulated in the Special Event
Permit Information packet. Please contact (650) 330-6780 with any questions regarding the pick-
up/drop-off of your rented barricades and/or street signage. Your approved Special Event Permit
and payment is required for pick-up of any barricade/street sign. Depending on events/projects
throughout the year we may not be able to accommodate the precise signage you’ve requested on
your Special Event Permit. Every attempt will be made to provide you adequate signage for your
event purposes. Please note: Only approved barricades can be used to block city streets; hay
bales, sawhorses, jump houses, motor vehicles, etc. are not permitted. If the event requires, “No
Parking” notification, 72-hour notification is required. Below are additional resources for renting
traffic signage:

D&M Traffic Services Inc.
408-436-1127

Interstate Traffic Control
408-279-1588

WHAT IF | STILL HAVE QUESTIONS?
Please contact the permit coordinator, Matt Milde, at (650) 330-2223 or mimilde@menlopark.org
with any questions. If requested, appointments to discuss your application in-person a may be
made in advance. Please note that we may not be able to discuss your permit if you walk-in
without an appointment; scheduling an appointment in advance is strongly advised.
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