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Special Events (excluding movies) - Process Flow Chart

Initial Review Meeting 
Applicant meets with
Event Committee to 

determine submittal speci�cs
(free)

Application and Fee Submission
Submit Special Event Application

and $500 fee 
Must submit 60 days prior to event

Conceptual Site Plan Required

Compliance Report
Planner prepares list of outstanding items and requirements that

is emailed/mailed to applicant
detailing speci�c deadlines for:

- Portable toilet contracts, 
- Barricade contracts,

- Liability insurance certi�cates, 
- State of Michigan Liquor Control Commission license

-Tra�c Management & Parking Plan

Compliance Meeting with Event Committee
Review compliance list and status with applicant.  

List must be substantially completed, conceptual site 
plan submitted

and essential documents provided

Bond Determination & Payment
Clean-up Bond determined

Public Safety Bond determined
Both must be paid 15 days prior to event

Final Approval
Final Approval from City Administrator

or Director of Community Development

Incomplete Information
Insu�cient or incomplete information/documentation

If Submission is complete
and Committee Approves,

then

If not approved
by Committee, 

then

If paid, then

If not paid, then Application Denied
Event cancelled

If application and fee
submitted 60 days prior, then

If application and fee
NOT submitted at least 60 days
prior to event

Application Rejected

Fees (as of 1/1/2014)
Special Event Application Fee $500
Clean-up Bond   TBD 
Public Safety Bond    TBD


