
 

  

This packet is intended to help you understand the special event permitting process and 
provide helpful information as you plan your event. Please note that all Special Event 
Applications shall be submitted to the Mill Valley Police Department no later than 90-days 
before your event. 

CITY OF MILL VALLEY   
SPECIAL EVENT APPLICATION 
HANDBOOK 
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THANK YOU FOR CHOOSING TO 
PLAN A SPECIAL EVENT WITHIN 
THE CITY OF MILL VALLEY
INTRODUCTION 

The City of Mill Valley proudly hosts a number of events within the City 
each year, and is committed to supporting special events that are safe, 
enjoyable, and enhance the community’s quality of life.  

Any person or organization who will conduct/sponsor a Special Event 
within the City of Mill Valley should first refer to Chapter 11.34 of the 
Mill Valley Municipal Code. This Chapter covers Special Event 
standards and necessary requirements for any event that will utilize the 
public right-of-way within City limits. 

This packet is intended to overview the special event permit process 
and provide helpful information to aid in planning an event. 

FEE SCHEDULE
As part of the $100 application fee, your special event application will 
be routed to the appropriate staff departments for review. Additional 
fees may be applied based on the specific City requirements of an 
event and may include police security, detailed review of traffic control 
or accessibility plans, or site inspections. Special events may also be 
subject to business license fees or fees from other City or external 
agencies such as the Department of Public Works, Recreation 
Department, waste management and/or alcohol licensing. 

Category Fee 
Application Fee $100 
Reapplication (Recurring Event) Fee $25 
Police Fee (event related) $100/hour/Officer* 
Department of Public Works Fee 
(event related) 

$60/hour/Employee 

Appeal Fee $500 
Clean-Up/Damage Deposit (Refundable) $500 - $1,000 
Traffic Control Fees* Assessed by Police Dept. 
Fire Department Standby Assessed by Fire Dept. 
*There is a 4 hour minimum requirement for all Police Officers

WHAT IS A SPECIAL 
EVENT?  
A special event can be a 
parade, athletic event, block 
party, street fair, etc. that 
takes place on a city street, 
sidewalk, alley, or any other 
public right-of-way in Mill 
Valley.  

ARE THERE ANY 
SPECIAL EVENTS 
THAT DO NOT 
REQUIRE A PERMIT? 
Yes, the following events do 
not require a permit: 

• Funeral Processions
• Parades with 40 or fewer

pedestrians limited to
marching on sidewalks.

• Some events exclusively
held on City property under
the jurisdiction of the
Recreation Department.
Please contact the
Recreation Department at
415-383-1370 to find out if
your event requires a
Special Event Permit.

WHO SHOULD I 
CONTACT TO 
INQUIRE ABOUT 
HOSTING A SPECIAL 
EVENT? 
Start with the Mill Valley   
Police Department at  
415-389-4100 or visit
1 Hamilton Drive.
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APPLICATION PROCESS  

Applications must be received at least 90 days prior to the date of the event. Should you Additional 
permit(s) and/or licenses may be required based on the details of an event (for example: alcohol 
licensing). Approval of a special event involves City review of a complete and timely application and 
may include conditions of approval which the event sponsor must comply with prior to or as part of 
hosting the event. 

APPLICATION CHECKLIST 
The Special Events Application is broken into two sections – Required and Supplemental Materials. 
Please provide a written transmittal with your application that identifies all attached materials 
(i.e. site plan, liquor license, proof of insurance, etc.).  

REQUIRED MATERIALS 
Required materials cannot be omitted from your application package, and are further discussed in this 
handbook. Applications that do not include the required materials below will be deemed incomplete and 
may delay or prevent the special event. Required Materials include: 
 ☐ Main Application and Indemnification Signature Page  
 ☐ Site Plan and Route Map   

☐ Insurance   
 
Because the event will take place within the public right-of-way, your application must also identify: 
 ☐ Transportation and access to/from the event (see Traffic Control Plan) 

☐ Accessible measures for the disabled (see Americans with Disabilities Compliance)  
 ☐ Safety measures (see Emergency Services and Protection) 
 ☐ Access to restrooms (see Restrooms) 
 ☐ Removal of trash and clean-up of the event (see Waste Management)  
  
SUPPLEMENTAL MATERIALS  
The Supplemental Materials are not applicable to every Special Event, but may apply to your event. 
Please refer to the Event Profile section of the Main Application to see if this section applies to your 
event and provide City Staff with the relevant information. Unless otherwise stated, these items are 
required at the time of application submittal in order to fully evaluate whether or not the event can be 
granted. Supplemental Materials are further described in this handbook, and include the following: 
 ☐ Temporary Structure(s) 
 ☐ Entertainment and Related Activities 
 ☐ Parades/Moving Routes 
 ☐ Animals 
 ☐ Alcohol 
 ☐ Food Concession and Preparation  

☐ Permits from outside agencies (Environmental Health, Bureau of Alcohol and Beverage 
Control, Marin Animal Control, etc.) 
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 SPECIAL EVENTS MAIN APPLICATION 

 
   

 EVENT PROFILE (Check all that apply) 

Any special equipment identified below must also be identified on the site plan submitted as part of 
this application.  Additional details may be requested based on review. 

Nature of Event Event Operations Infrastructure/Equipment  
☐ Agriculture/Farmers Market  ☐ Indoors        ☐Outdoors        ☐Both ☐ Amplified Sound 
☐ Athletic/Sporting Event ☐ Street Closure ☐ Portable Restrooms 
☐ Aviation/Marine Event ☐ Alcohol Service ☐ Tents/Booths/Structures 
☐ Bicycle/Foot Race ☐ Food Service ☐ Lights   
☐ Block Party City Staff Requested ☐ Stage 
☐ Carnival/Fair ☐ Fire Department Stand By ☐ Vendors 
☐ Concert/Music or Film Festival ☐ Event Staff Fire Watch ☐ Heating  
☐ Exhibit/Trade Show ☐ Police - Traffic Control ☐ Generator 
☐ Free Speech ☐ Police - Security ☐ Waste Management 
☐ Parade ☐ Other: ☐ Fencing 
☐ Filming  ☐ Water/First Aide Stations 
☐ Street Festival (Faire)  ☐ Fire Extinguishers/Hoses 
☐ Wedding  ☐ Sprinkler Equipped Building 
☐ Other:  ☐ Other: 

Applicant/Event Sponsor  
Name: Group/Organization: 

Mailing Address: Business Phone: Business Website: 

City, State, Zip: Applicant E-mail: 

Primary Contact Person (day of event) 
Name: Group/Organization: 

Mailing Address: Phone: Mobile: 

City, State, Zip: E-mail: 

Event Information 
Name of Event: 

Location (address or route description): 

Event Date: Event Website: 

Event Timeline 

Set Up:  Event Hours Clean Up: 

Public Event?     ☐ Yes      ☐No      

Estimated Attendance  

This application must be submitted to the Police Department 90 days prior to the event with 
fees and supporting application materials identified in this handout. Incomplete applications 
or late applications will delay the review, and may result in the denial of your application. 
Complete this form and submit to the Police Department at 1 Hamilton Drive.  
 



  

5 
 

CITY OF MILL VALLEY SPECIAL EVENTS AGREEMENT AND IDEMNIFICATION  

1. ________________________________ (“Permittee”) has applied for a Special Events Permit 
from the City of Mill Valley. In consideration of the City of Mill Valley (“City”) granting the Special 
Event Permit I/we agree to all the terms and conditions set forth in this Agreement.  
 

2. (“Permittee”) shall indemnify and hold the City of Mill Valley, its elected and appointed officials, 
officers, employees, agents, volunteers and representatives harmless against and from liability 
and claims of any kind including, without limitation, claims for loss or damage to property of 
Permittee or any other person, or for any injury to or death of any person, arising out of or in 
connection with the Event identified below. Permittee shall, at Permittee’s sole cost and 
expense, defend City its elected and appointed officials, officers, employees, agents, volunteers 
and representatives in any action or proceeding arising from any such claim by counsel 
satisfactory to City and shall indemnify City its elected and appointed officials, officers, 
employees, agents and volunteers against all costs, attorneys’ fees, expert witness fees and 
any other expenses incurred in or for such action or proceeding.  
 

3. Within thirty (30) days of notice from the City, I/we agree to pay the City for any and all costs 
incurred by the City to repair damage to City property proximately caused by Permittee and/or 
its officers, employees, volunteers, agents and/or any person who was or reasonably should 
have been under the Permittee’s control.  

The following expectations of the City of Mill Valley are understood and agreed to by the applicant: 1) It 
is understood that this event will be conducted in an orderly manner; it is also understood that, 2) the 
event will be stopped, moved to another location, or redirected, if so requested by a police officer of the 
City of Mill Valley; 3) the event will be conducted in conformity with the information specified in the 
application and accompanying documents; 4) applicant agrees to conduct this event in compliance with 
Mill Valley Municipal Code 11.34; 5) applicant realizes that violating any provision(s) of this Ordinance 
will be grounds for immediate revocation of the permit.  

This Application, when signed by all parties, serves as a contract between the City of Mill Valley and 
the Sponsoring Organization or Group, noted in this application. Prior to the execution of this contract, 
the organization will provide the City of Mill Valley with any and all required documents (For Example: 
Event Site Plan, ADA Plan, ABC Liquor Permit, etc.), all applicable fees, and a Certificate of Liability 
Insurance.  

This permit must be in the possession of the person conducting the event and must be shown 
to any police officer or authorized representative of the City of Mill Valley upon demand. 

Name of Applicant (Please Print): ______________________________________________________ 
Title: ___________________________________ Organization: ______________________________  
 
_______________________________________  _______________________ 
Applicant Signature       Date  

_______________________________________  _______________________ 
Mill Valley Chief of Police Signature  (or designee)  Date  
 
OFFICE USE ONLY 
Date Received: _____________  Fees Paid:  _____________                                                                  
Date to Review:  _____________   Approval Date:  _____________ 
Fees Paid:            _____________ 
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REQUIRED APPLICATION MATERIALS  

SITE PLAN AND ROUTE MAP 

THE SITE PLAN/ROUTE MAP SHOULD INCLUDE: 
 A written description and map of the event venue, including the names of all affected streets, 

paths of travel, indicate the direction of travel, entrances and exits, and all proposed street or 
lane closures. If streets are going to be closed, please provide an alternate traffic route. 

 Emergency access  
 Location of any proposed infrastructure listed on page 2, including stages, canopies, tents, 

portable toilets, booths, cooking areas, trash containers, dumpsters, and other temporary 
structures (tables, chairs, picnic benches, etc.).  

 Location of all first aid facilities.  
 Location of generator(s) and/or source of electricity.  
 Location of all vendors (fixed and mobile) 
 Identification of all disabled accessible areas that are in conformance with current accessibility 

standards. Please note, the City of Mill Valley may require that you obtain a Certified Access 
Specialist (CASp) to ensure your event complies with all ADA standards.  

 Designated parking areas, including the required ADA accessible parking spaces and 
wayfinding signage. 

INSURANCE 
ALL EVENT ORGANIZERS MUST OBTAIN INSURANCE FOR THEIR SPECIAL EVENT.  
 A copy of the policy or a certificate of insurance along with all necessary endorsements must be filed 
with the City no less than five calendar days prior to the event unless the Chief of Police for good cause 
waives the filing deadline. 

 Coverage shall be provided by a comprehensive automobile and general liability insurance 
policy in an amount of not less than $1,000,000 per occurrence as determined by the Chief of 
Police. 

 Insurance policies shall not be canceled or materially changed without 30 days’ advance written 
notice to the City at City Hall, attention, Chief of Police. 

 If food, alcoholic, or nonalcoholic beverages will be sold or distributed at the event, the 
comprehensive general liability coverage must include products liability coverage in such 
amount as determined by the Chief of Police. 

 The applicant/sponsor shall maintain in full force and effect a policy of workers’ compensation 
insurance covering all of its employees and volunteers in such amount as determined by the 
Chief of Police. 
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TRAFFIC CONTROL PLAN (TCP) 
A TCP IS REQUIRED FOR AN EVENT AFFECTING THE CITY’S STREET NETWORK.  
Please refer to the Manual of Uniform Traffic Control Devise (MUTCD), as needed, in the development 
of your TCP: https://mutcd.fhwa.dot.gov. Public Works may waive this requirement. 
 
TCPs should include the following information: 
 For each sign include the MUTCD sign number, sign size, description and location. 
 Show size, height and location of all channelizing devices (i.e. cones, tubular markers, vertical 

panels, drums, barricades, and temporary raised islands), earning lights, flag trees, portable 
barriers, etc. on the TCP. All devices must meet standards specified by MUTCD. 

 This checklist is not a substitute to the TCP requirements outlined in the MUTCD.  
 The City’s Department of Public Works requires approval of all TCPs before a TCP can be 

implemented. City staff may require modifications to the TCP. 

PEDESTRIAN SAFETY & PARKING RESTRICTIONS 
 Identify a safe route for pedestrians to walk, protected throughout the entire traffic control area.  
 Show all pedestrian entry and exit paths.  
 Provide the MUTCD sign number, size, description, height and location of all signs and traffic 

control devices such as fences and barricades, within the pedestrian’s safe route to walk. 
 The applicant must post City of Mill Valley “No Parking” signs 72 hours prior to the event. 
 Contact Public Works with any questions regarding reserved parking at 415-384-4800. 

 

AMERICANS WITH DISABILITIES ACT (ADA) REQUIREMENTS 
THE TERM “ACCESSIBLE” SHALL MEAN ADA COMPLIANT. 
GENERAL  
 Attention should be given to the accessibility of your event’s location.  
 An event layout map with all elements (such as parking, portable toilets, ramps, seating, 

accessible paths of travel, etc.) is required with this application.  
 All printed material for an event is to include the request for accommodation notice with the 

international symbol for accessibility, a contact name, and the contact’s phone number.  
 Requests for accommodation may include material in an alternate format, an interpreter, or 

assistive listening devices.  

BARRIERS 
 Concern should be given to elevation grade changes of more than ¼ “ vertical or ½ “ beveled. 

These grade changes are classified as barriers and require a temporary ramp.  
 All cords, wires, hoses, etc., which are located within a path of travel must be ramped or placed 

within a cord cover.  

PATHS OF TRAVEL 
 An alternative path of travel is required when the public right-of-way is obstructed. When an 

alternate path of travel is provided, signage designating the alternate path of travel is required.  
 An alternate path of travel must be provided whenever the existing pedestrian access route in a 

public right-of-way is blocked by temporary conditions.  
 Where possible, the alternate path of travel shall be parallel to the disrupted pedestrian access 

route and on the same side of the street.  
 An alternate path of travel shall have no protrusions up to a height of 80”.  

https://mutcd.fhwa.dot.gov/
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 Where the alternate path of travel is adjacent to potentially hazardous conditions, the path must 

be protected with a barricade.  

PARKING  
 If parking is provided for an event, accessible parking is required.  
 If parking is not provided, an accessible passenger loading/unloading zone is required.  
 Accessible parking, passenger loading, and unloading zones are required to be identified using 

the international symbol for accessibility.  
 Signs with the international symbol for accessibility are to be mounted at a minimum of 60” from 

the finished floor or ground.  

ACCESSIBLE ROUTE 
 An accessible route is required to the accessible parking, and from the passenger loading and 

unloading zone to the event entrance.  
 An accessible route is required within the event.  
 An accessible route must be a minimum of 36” in width.  
 Accessible routes must be identified with the international symbol for accessibility, including 

directional arrows. All required signage shall be a minimum of 60” from the finished floor or 
ground.  

SEATING 
 If seating is provided, an accessible seating and companion seating is required.  
 Accessible seating and companion seating areas must be identified using the international 

symbol for accessibility. All required signage shall be a minimum of 60” from the finished floor or 
ground. 

PORTABLE TOILETS 
 If portable toilets are provided, they must be accessible and located on a level area not to 

exceed a 2% cross-slope in any direction.  
 The total number of portable toilets that are provided for the event determines the required 

number of accessible portable toilets. This number is 10% of the total, and in no event less than 
one for each location. Please note: If a single portable toilet is required for the event, it must be 
accessible. The placement of single portable toilets will increase the number of accessible 
toilets required for your event.  

SALES OR SERVICE COUNTERS 
 If sales or service counters are provided for your event, the height must be not more than 36” 

from the finished floor or ground. The minimum width shall have a minimum dimension of 36”.  

Additional information regarding ADA Standards for Special Events can be found at 
https://adata.org/publication/temporary-events-guide.  

A list of Certified Access Specialists (CASp) in the State of California can be found at 
https://www.apps2.dgs.ca.gov/DSA/casp/casp_certified_list.aspx. 
 

  

https://adata.org/publication/temporary-events-guide
https://www.apps2.dgs.ca.gov/DSA/casp/casp_certified_list.aspx
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EMERGENCY SERVICES AND PROTECTION 
TAKE THE NECESSARY STEPS TO ENSURE YOUR EVENT IS SAFE. 
  
SECURITY 
Have you made arrangements for security? ☐Yes       ☐No (Must be approved by Chief of Police) 

If yes, what form of security will you be using? Please check all that apply.  
☐ City of Mill Valley Police Department (See Special Events Fee schedule for rates/officer).  
☐ Licensed professional security company 

If using a licensed security company, please complete the following: 

Name of Company: _________________________________________________________________ 

Address: __________________________________________________________________________ 

City: ___________________________________________ State: _________ Zip: ________________ 

Daytime Telephone: ______________________________ Cell: _______________________________ 

Private Patrol Operators License Number: ________________________________________________ 

License to carry firearms?       ☐Yes       ☐No  

FIRE PROTECTION & EMERGENCY MEDICAL SERVICES 
Will you require any Fire Protection Services?    ☐Yes       ☐No   
Please list (example: extinguishers/hoses, event staff fire watch, Mill Valley Fire Department standby) 
__________________________________________________________________________________ 

Will you require Emergency Medical Services?   ☐Yes       ☐No Please list: 
__________________________________________________________________________________  
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RESTROOMS 
EVENT ORGANIZER MUST CONTRACT WITH AN OUTSIDE RENTAL COMPANY TO 
PROVIDE THESE FACILITIES.  
Will restrooms be provided at the event?   ☐Yes       ☐No (must be waived by Police Chief) 

 If yes, please identify the following: 

 Total Number of Portable Toilets: ________ 
 Total Number of ADA Accessible Portable 

Toilets: ________ (10% of required toilet total) 
 Set-up:  Date: ___________ Time: __________ 
 Pick-up: Date: ___________ Time: __________ 

 
Portable Toilet Company: ____________________ 

Telephone Number: _________________________ 

Address: __________________________________ 

City:______________________________________ 

State: _________ Zip: _______________ 

WASTE MANAGEMENT 
WASTE DISPOSAL IS THE RESPONSIBILITY OF THE EVENT ORGANIZER. 
The facility, park and/or property must be restored to a clean and neat condition after your event. 
Please show all waste receptacle locations on the required Site Plan. Unless otherwise outlined by 
the Chief of Police, all waste generated by the event will be removed no later than 9:00am the 
day following the culmination of the event. 
 
Will there be waste receptacles?   ☐Yes       ☐No 
If yes, please identify the following: 
 Total Number/Size of Waste Receptacles: ___________   
 Recycling Bins: _________ 
 Delivery Date: __________ Time: ________  / Pick-up Date: __________ Time: _________ 
 Please explain your plan for clean-up and waste removal during and after the event:    

____________________________________________________________________________
____________________________________________________________________________ 

 
The City of Mill Valley promotes recycling at all special events. Trash must be bagged, sealed and 
placed in trash receptacles. If the trash does not fit in the receptacles, the Permittee is responsible for 
removing the trash from the City’s property. Large parties may be required to contract with Mill Valley 
Refuse (415-457-9760) to ensure events comply with proper waste management. Please ensure all 
vendors are educated on best practices for waste management and City regulations, which include:  
 Not using/distributing polystyrene (Styrofoam) within city limits (prohibited).  
 Not releasing balloons into the environment as part of the event (prohibited).  
 Reduce the use of packaging materials and consider purchasing recycled content packaging. 
 Avoid the use of plastic bags as part of the event.  

Required Number of Portable Toilets 

Type of Occupancy 
Water Closets  

(Fixtures Per Person) 

Assembly 
occupancy 
(outdoor activities 
or sporting events) 
– amusement 
parks, grandstands 
and stadiums.  

Male  
1: 1-100 
2: 101-200 
3: 201-400 

Female 
1: 1-25 
2: 26-50 
3: 51-100 
4: 101-200 
6: 201-300 
8: 301-400 

Over 400, add 1 fixture for 
each additional 500 males 
and 1 fixture for each 
additional 125 females 
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SUPPLEMENTAL APPLICATION MATERIALS 

TEMPORARY STRUCUTRES 
THE FOLLOWING REQUIREMENTS APPLY TO TEMPORARY TENTS, AIR-
SUPPORTED, AIR-INFLATED OR TENSIONED MEMBRANE STRUCTURES THAT 
EXCEED 400 SQUARE FEET IN SIZE.  
If you are to erect a temporary structure as mentioned above, a Temporary Structure Permit must be 
obtained through the Mill Valley Fire Department. The permit application should be submitted to the 
Fire Department two weeks prior to the event. There is a $100 fee associated with the application to 
cover plan review and inspection (prior to the event).  

Fire Protection Standard 119 handout, outlining temporary structure application requirements, can be 
found at http://www.cityofmillvalley.org/civicax/filebank/blobdload.aspx?BlobID=22797. 

 
ENTERTAINMENT AND RELATED ACTIVITIES 
ALL INFORMATION PROVIDED BELOW IS NOT GUARUNTEED. THE CITY 
MAINTAINS THE RIGHT TO REVIEW AND MODIFY AS APPROPRIATE.  
Are there any entertainment features related to your event?   ☐Yes       ☐No  
If yes, complete the following or provide an attachment that lists all bands/performers, type of music, 
sound check and performance schedule. 

 Number of Stages: _______________ 
 Number of Performers: ___________ 
 Performer Name(s): ____________________________________________________________ 
 Will sound check be conducted prior to the event?   ☐Yes       ☐No  
 Will amplification be used?   ☐Yes       ☐No 

Amplified noise will not be allowed past 9:00 pm unless approved by the Chief of Police. 
Please describe the sound equipment that will be used for the event: 
____________________________________________________________________________                 
____________________________________________________________________________ 

 Will generators be used?*   ☐Yes       ☐No 
Number of Generators: _____________ *please provide a cut sheet of proposed generator 
 
The City of Mill Valley does not provide electrical equipment at public venues. Should the 
event applicant require the use of a City power source, the cost must be paid by the 
event organizer.  

http://www.cityofmillvalley.org/civicax/filebank/blobdload.aspx?BlobID=22797
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PARADES/MOVING ROUTES 
REQUEST PERMISSION FROM THE DEPARTMENT OF PUBLIC WORKS FOR ANY 
STREET CLOSURE(S) AT LEAST 60-DAYS PRIOR TO THE EVENT.   
Does your event require a moving route (i.e. parade, race)?   ☐Yes       ☐No 
If yes, please provide the following: 
Location of Assembly Area: ___________________________________________________________ 
Route Starting Point: ____________________________ Ending Point: _________________________ 
Route (in addition to this written description, please attach a map of the route): 
__________________________________________________________________________________
__________________________________________________________________________________ 
Location of Dispersal Area: 
__________________________________________________________________________________ 
Estimated Number of Participants: ______________ Estimated Number of Floats: ________________ 
 
Please note, the City of Mill Valley may deny the application for a mobile special event for the 
following reasons: 
 The time, route, or size of the event will substantially interrupt the safe and orderly movement of 

traffic contiguous to the event site or route, or disrupt the use of a street at a time when it is 
usually subject to great traffic congestion. 

 The concentration of persons, animals and vehicles at the site of the event, or the assembly and 
disbanding areas around an event, will prevent proper police, fire, or ambulance services to 
areas contiguous to the event. 

 The size of the event will require diversion of so great a number of police officers of the City to 
insure that participants stay within the boundaries or route of the event, or to protect participants 
in the event, as to prevent normal protection to the rest of the City. 

 The parade, or other event moving along a route, will not move from its point of origin to its point 
of termination in three hours or less.  

 

ANIMALS 
IF ANIMALS ARE ALLOWED OR PART OF A SPECIAL EVENT, ADDITIONAL PERMITS 
MAY BE REQUIRED. 

Are animals allowed and/or part of the special event?    

☐Yes, Animal Species: __________________________________________    ☐No 

    
If yes, please contact Marin Humane at 415-506-6209 to ensure your event is in compliance with the 
County of Marin Animal Control Standards as some events such as carnivals may require additional 
permits. Pursuant to Section 8.04.230 of the Marin County Code, a permit must be obtained from the 
animal services agency 30 days prior to the event.  
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ALCOHOL 
A BUREAU OF ALCOHOL BEVERAGE CONTROL (ABC) LICENSE IS REQUIRED TO 
SERVE ALCOHOL. ANY ABC LICENSE SHALL BE SUBMITTED TO THE MILL VALLEY 
POLICE DEPARTMENT NO LESS THAN 10 DAYS PRIOR TO THE EVENT. 
Does your event involve the use of alcoholic beverages?  ☐Yes       ☐No 
Please check all that apply: 
 ☐ Free/Host Alcohol ☐ Alcohol Sales ☐Host and Sale Alcohol ☐ Beer ☐ Beer and Wine  
 ☐ Beer, Wine and Distilled Alcohol 
Will you be hiring a licensed bartender/caterer to serve the alcoholic beverages?   ☐Yes       ☐No 
If yes, please provide the following: 
Name of Licensed Bartended/Caterer: __________________________________________________ 
Alcoholic Beverage Control License Number: _____________________________________________ 
Telephone Number: _________________________________________________________________ 
Address: __________________________________________________________________________ 
City: _________________________________________ State: _________ Zip: __________________ 
Alcohol use/consumption must follow all applicable City, state, and federal standards.  

 
FOOD CONCESSION OR FOOD PREPARATION 
ALL VENDORS MUST OBTAIN A MILL VALLEY BUSINESS LICENSE. 
Will your event include food concessions, booths, and/or preparation areas?   ☐Yes       ☐No 
If yes, contact the following:  
 Marin County Environmental Health Services at 415-473-6907 a minimum of 30 days prior to 

the event to understand the requirements for operating a Temporary Food Facility. Please note, 
all Temporary Food Facility Applications must be submitted no later than 10 business days prior 
to the event.  

 Please contact the Mill Valley Fire Department at 415-389-4130 for application requirements in 
connection to concession stands, open flames/cooking facilities, and any additional items that 
are subject to review in connection to food concession.  

Will there be food vendor(s) at your event*?   ☐Yes       ☐No       If yes, how many? __________ 
Attach a list of all vendor(s) Business Name, Address, City, and Zip Code.  
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CITY REVIEW AND APPROVAL FOR SPECIAL EVENT PERMITS 
VARIOUS CITY DEPARTMENTS WILL SIGN-OFF THAT THEIR DEPARTMENT HAS 
BEEN MADE AWARE OF THE REQUEST FOR A SPECIAL EVENT PERMIT, AND THAT 
THE REQUIREMENTS OF THEIR DEPARTMENT HAVE BEEN MET.  
 
If a department has any questions and/or the requirements, outlined in this handbook, have not been 
met, it could delay the processing of this application. The departments may suggest or require various 
steps or conditions including, but not limited to, traffic and parking enforcement, litter control, insurance 
requirements, and scheduling to avoid conflict with other activities. Each department must sign-off this 
form in order for the application to be considered complete. 

Name of Applicant: __________________________________  Permit Number: __________________ 
Event Title: ______________________________________ 
Event Date: ___________________ Event Time: ___________ 

Department Please Circle Conditions or Reason For Denial 

Police Approved 
Approved 

with 
Conditions 

Denied 
 

Fire Approved 
Approved 

with 
Conditions 

Denied 
 

Public Works Approved 
Approved 

with 
Conditions 

Denied 
 

Building Approved 
Approved 

with 
Conditions 

Denied 
 

Parks Approved 
Approved 

with 
Conditions 

Denied 
 

Recreation Approved 
Approved 

with 
Conditions 

Denied 
 

Finance  Approved 
Approved 

with 
Conditions 

Denied 
 

 
Cc: Planning Department 
 Library Department  
 City Manager’s Department  
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	Parking
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	Seating
	Portable Toilets
	Sales or Service Counters

	Emergency Services and Protection Take the necessary steps to ensure your event is safe.
	SECURITY
	FIRE PROTECTION & EMERGENCY MEDICAL SERVICES

	Restrooms Event organizer must contract with an outside rental company to provide these facilities.

	Waste Management Waste disposal is the responsibility of the event organizer.
	TEMPORARY STRUCUTRES
	The following requirements apply to temporary tents, air-supported, air-inflated or tensioned membrane structures that exceed 400 square feet in size.
	Parades/Moving Routes Request permission from the Department of Public Works for any street closure(s) at least 60-days Prior to the event.
	ANIMALS
	Alcohol a Bureau of Alcohol Beverage Control (ABC) License IS REQUIRED TO SERVE ALCOHOL. Any ABC License shall be submitted to the Mill Valley Police Department no less than 10 days prior to the event.

	City Review and Approval for special event permits
	Various City Departments will sign-off that their department has been made aware of the request for a Special Event permit, and that the requirements of their department have been met.
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