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SPECIAL EVENT PERMIT PACKET  


 


This packet contains the necessary application forms and information to apply for a special event permit 
in the Town of Winter Park. Please review the packet and contact the Town Clerk’s office with questions. 


All forms should be typed or printed legibly. All applications and any applicable fees should be submitted 
to the Town Clerk. 


Incomplete applications will not be accepted. 


 


Should  you  need  any  additional  information or have  any questions, please  contact  the  Town Clerk’s 
office. 


 


Sincerely, 


 


Katie Buss 
Winter Park Town Clerk 
kbuss@wpgov.com 
970.726.8081 ext. 208 
www.wpgov.com 
 








SPECIAL EVENT PERMIT APPLICATION PACKET 


Process and Guidelines 


Qualifications: Any organized activity involving the use of, or having an impact on, public facilities, 
parks, sidewalks, street areas or the temporary use of public property requires a Special Event 
Permit from the Town. Alcohol may not be served at special events without a permit – if alcohol 
will be served at the event, applicant must meet the qualifications below and complete the 
appropriate form. Exemption to the alcohol permit requirement is if the event is taking place at 
a location that is already by the local licensing authority and State of Colorado to serve alcohol. 


 
Liquor Permit Qualifications: Applicants must be non-profit and registered with the Colorado Secretary 


of State for purposes of social, fraternal, patriotic, political or athletic nature, and not for 
monetary gain; or which is a regularly chartered branch, lodge or chapter of a national 
organization or society; or which is a regularly established religious or philanthropic institution; 
or a political candidate who has filed the necessary reports and statements with the Colorado 
Secretary of State. 


 
Limitations: Organizations may have no more than fifteen (15) Special Event Permits per calendar year. 


Applications must be received by the Town Clerk no later than thirty (30) days prior to the 
event. 


 
Fees: A $150 Special Event Permit Fee is required by the Town of Winter Park. If applicant is applying for 


a liquor permit, there is a $100 Liquor Permit Fee, payable to the Town of Winter Park. If a local 
business license is required, a $60 Business License fee is payable to the Town of Winter Park. 


 
Application Process: Submit the completed application packet to the Town Clerk – utilizing the checklist 


to ensure the application packet is complete, incomplete applications packets will not be 
accepted, 


 
 The application is reviewed by Town Staff and recommendations are forwarded to Town Council 


for consideration at a public hearing. The Town Clerk will notify the applicant of the date for the 
public hearing and request that the applicant or a representative be present. The premises 
where the event is to be held will be posted with a Notice of Application by the Town not less 
than ten (10) days prior to the event. At the public hearing, the application will be considered 
and granted/denied by Town Council. 


 
Premises: Proof of possession or evidence of permission to use the premises must be provided to the 


Town by the applicant. By submitting an application to the Town, the applicant agrees to the 
following conditions: 


  
1. Crowd must be orderly. 
2. No staking or trenching is allowed on public property without prior approval. 
3. Area must be cleaned and all trash removed at completion of event. 
4. Vehicles must stay off grass and walkways. 
5. Sale, consumption or dispensing of alcoholic beverages on public property without a license 


is prohibited by the State. 







6. Applicant is responsible for and will be charged for any damage incurred during the event, 
including during set-up and clean-up. 


7. Applicant and event participants will comply with all Town rules, regulations and 
ordinances. 


 
Security: Applicant must provide a safe and secure environment for the event. It is suggested that one 


(1) security personnel be provided for every 100 expected attendees. Security personnel must 
wear visible identification at all times; if professional security personnel are to be used, 
applicant must provide their contact information with the application. 


 
 Larger events may be required to have police services. The Chief of Police reserves the right to 


place officers at events as deemed necessary in the interest of public safety. Please contact the 
Chief of Police at 970.722.7779 if your event might meet this requirement. 


 
Sanitation and Recycling: Applicant is responsible for proper disposal of waste and garbage from your 


event. If the premise has not been adequately cleaned or has been damaged because of the 
event, the Town reserves the right to charge at full cost recovery rates plus overhead for clean-
up and repair. Such a failure may result in denial of any future Special Event Permits. 


 
Amplified Noise Notification: Amplified noise can only be created between 9:00 am and 10:00pm; the 


arrangement of speakers and/or instruments should be such that it minimizes the disturbance 
of others beyond the immediate event area. If the event will extend outside these set times, 
contact the Town Clerk to discuss options. 


 
Parking and Transportation: Applicants are responsible for providing adequate and accessible parking 


and traffic mitigation for their event. Please include details on the site/premise diagram. 
 
Business License: A local business license is required of any person(s) or entity engaged in the sale of 


products or services within the town limits, regardless of actual business location. If there will be 
independent at your event (i.e. food retail), each vendor is required to have a license. It is your 
responsibility to inform vendors of this requirement.  


 
Sales Tax: The Town of Winter Park is a self-collecting tax district. Regardless of actual business location, 


any sales of products or services within the town limits require collection and remittance to the 
Town of Winter Park of the 5.0% local sales tax. It is your responsibility to inform vendors of 
this. Sales tax returns will be sent to vendors with their business license. 



http://www.wpgov.com/DocumentView.aspx?DID=101

http://www.wpgov.com/index.aspx?nid=93






SPECIAL EVENT PERMIT APPLICATION PACKET 


Application Checklist 


  Completed Town of Winter Park Special Event Permit Application 


  Completed Form DR 8439 (only if planning to serve alcohol) 


  Applicable Fees* 


    $150 Local Special Event Permitting Fee 


    $100 Local Liquor Permitting Fee 


    Please note State fees are not applicable as of August 1, 2011  


  *If this event is on behalf of a non-profit organization and applicant is requesting a 


waiver of the $150 local permitting fee, please check the box to the left. 


 


Property Possession Checklist 


  Evidence of Permission to Use Premises 


  Site Plan/Floor Diagram – 8 ½” x 11”, identify all entrances and exits, seating 


arrangements, bar location, dimensions of area to be licensed (if planning to serve 


alcohol). If applicable, include plans for security, sanitation, waste removal, parking and 


accessibility. 


 


Applicant Checklist 


  Contact Information 


  Current Certificate of Good Standing from the Secretary of State (if incorporated) 


  Non-profit Charter or Proof of Non-profit Status (if requesting waiver of fees) 


  Reports and Statements filed with the Secretary of State (if a political group) 


 


 


Town of Winter Park – Town Clerk 
50 Vasquez Road/PO Box 3327 


Winter Park, CO 80482 
970.726.8081 


www.wpgov.com 








Special Event Permit Application


Name of Applicant:


Contact Name: Contact Number:


Contact Email:


Mailing Address of Applicant:


Address of Special Event:


Do you have written permission to use the premises?


Type of Special Event (i.e. fundraiser, concert):


NoYes


Explain the nature of your organization, its function, and who/what benefits from its operations:


List the exact dates and times of the event:


Who or what organization will be the recipient of the funds derived from this event?


Number of expected attendees:


Describe the premises where the event will take place:


What type of entertainment will be provided at the event?


What type of security will be provided?


Number of security personnel: How will they be identified?


Please complete each section, additional sheets may be used if necessary. If your group will 
be serving alcoholic beverages, please complete Form DR 8439 also.


If the event is being held outdoors, how will the exterior boundaries of the premises be marked?


How will attendees be checked for proper age (i.e. at the door, at the bar)? 
How will underage attendees be identified so as to not be served alcoholic beverages (i.e. wristbands)?







How will the conduct of attendees be monitored and by whom?


Have volunteers or members of your organization (that will be present at the event) been trained in the sale/service of alcoholic 
beverages? If yes, what type of training and by whom?


What type of beverages and food or snacks will be available?


What is your organization's State Sales Tax Number?


What is your organization's Town Sales Tax Number?


Explain how this event will be marketed; describe what kinds of advertising material will be distributed and the targeted recipients:


I hereby certify, under penalty of perjury, that the information provided to the Town of Winter Park contained in this application 
is true and accurate to the best of my knowledge.


Applicant's Signature


Applicant's Email Address


Applicant's Mailing Address


Applicant's Physical Address


Date


Applicant's Home Phone # Applicant's Alternate Phone #


STATE OF COLORADO              ) 
COUNTY OF GRAND   )SS. 
TOWN OF WINTER PARK          )


Subscribed and sworn to me this ________ day of ________________________ 20 ____ 
  
Witness my hand and official seal:


Notary Public


My commission expires


DO NOT WRITE BELOW THIS LINE - OFFICIAL USE ONLY


Planning Department: ___________________________________________________________________ Signature _______________ Date 
Conditions/Restrictions: ______________________________________________________________________________________________ 


Public Works Department: ________________________________________________________________ Signature _______________ Date 
Conditions/Restrictions: ______________________________________________________________________________________________ 


Police Department: ______________________________________________________________________ Signature _______________ Date 
Conditions/Restrictions: ______________________________________________________________________________________________ 


Town Clerk: ____________________________________________________________________________ Signature _______________ Date 
Conditions/Restrictions: ______________________________________________________________________________________________ 


Final Approval: _________________________________________________________________________ Signature _______________ Date 
Conditions/Restrictions: ______________________________________________________________________________________________ 








IN ORDER TO QUALIFY FOR A SPECIAL EVENTS PERMIT, YOU MUST BE NONPROFIT
AND ONE OF THE FOLLOWING  (See back for details.)


2.  MAILING ADDRESS OF ORGANIZATION OR POLITICAL CANDIDATE
     (include street, city/town and ZIP)


3.  ADDRESS OF PLACE TO HAVE SPECIAL EVENT
     (include street, city/town and ZIP)


State Sales Tax Number (Required)


5.  EVENT MANAGER


DATE OF BIRTH


4.  PRES./SEC'Y OF ORG. or POLITICAL CANDIDATE


NAME HOME ADDRESS (Street, City, State, ZIP) PHONE NUMBER


2170


MALT, VINOUS AND SPIRITUOUS LIQUOR $25.00 PER DAY


NO YES       HOW MANY DAYS?


7. IS PREMISES NOW LICENSED UNDER STATE LIQUOR OR BEER CODE?


NO YES       TO WHOM?


Date


Hours  From .m.


To .m.


OATH OF APPLICANT
I declare under penalty of perjury in the second degree that I have read the foregoing application and all attachments thereto, and
that all information therein is true, correct, and complete to the best of my knowledge.


Date


Hours   From .m.


To .m.


Date


Hours   From .m.


To .m.


Date


Hours     From .m.


To .m.


Date


Hours    From .m.


To .m.


TITLE


REPORT AND APPROVAL OF LOCAL LICENSING AUTHORITY (CITY OR COUNTY)
The foregoing application has been examined and the premises, business conducted and character of the applicant is satisfactory,
and we do report that such permit, if granted, will comply with the provisions of Title 12, Article 48, C.R.S., as amended.


 THEREFORE, THIS APPLICATION IS APPROVED.


SIGNATURE


LOCAL LICENSING AUTHORITY  (CITY OR COUNTY) TELEPHONE NUMBER OF CITY/COUNTY CLERK


TITLE


LIST BELOW THE EXACT DATE(S) FOR WHICH APPLICATION IS BEING MADE FOR PERMIT


SIGNATURE


TOTAL


(Instructions on Reverse Size)


DO NOT WRITE IN THIS SPACE
LIQUOR PERMIT NUMBER


TYPE OF SPECIAL EVENT APPLICANT IS APPLYING FOR:LIAB


CITY
COUNTY


6. HAS APPLICANT ORGANIZATION OR POLITICAL CANDIDATE BEEN
ISSUED A SPECIAL EVENT PERMIT THIS CALENDAR YEAR?


8.  DOES THE APPLICANT HAVE POSSESSION OR WRITTEN PERMISSION FOR THE USE OF THE PREMISES TO BE LICENSED?    Yes    No


FERMENTED MALT BEVERAGE (3.2 Beer) $10.00 PER DAY


2110


DO NOT WRITE IN THIS SPACE - FOR DEPARTMENT OF REVENUE USE ONLY


LIABILITY INFORMATION


StateLiability DateLicense Account Number


1.  NAME OF APPLICANT ORGANIZATION OR POLITICAL CANDIDATE


-750 (999)


DATE


Department Use Only


SOCIAL


FRATERNAL


PATRIOTIC


POLITICAL


ATHLETIC


CHARTERED BRANCH, LODGE OR CHAPTER


OF A NATIONAL ORGANIZATION OR SOCIETY


 RELIGIOUS INSTITUTION


PHILANTHROPIC INSTITUTION


POLITICAL CANDIDATE


MUNICIPALITY OWNING ARTS


FACILITIES


DR 8439 (06/28/06)
COLORADO DEPARTMENT OF REVENUE
LIQUOR ENFORCEMENT DIVISION
1375 SHERMAN STREET
DENVER CO  80261
(303) 205-2300


•$


DATE


APPLICATION FOR A SPECIAL
EVENTS PERMIT







(12-48-102 C.R.S.)


A Special Event Permit issued under this article may be issued to an organization, whether or not presently licensed under
Articles 46 and 47 of this title, which has been incorporated under the laws of this state for the purpose of a social, fraternal,
patriotic, political or athletic nature, and not for pecuniary gain or which is a regularly chartered branch, lodge or chapter
of a national organization or society organized for such purposes and being non profit in nature, or which is a regularly
established religious or philanthropic institution, and to any political candidate who has filed the necessary reports and
statements with the Secretary of State pursuant to Article 45 of Title 1, C.R.S.  A Special Event permit may be issued to
any municipality owning arts facilities at which productions or performances of an artistic or cultural nature are presented
for use at such facilities.


If an event is cancelled, the application fees and the day(s) are forfeited.


APPLICATION MUST FIRST BE SUBMITTED TO THE LOCAL LICENSING AUTHORITY (CITY OR COUNTY) AT LEAST THIRTY (30) DAYS
PRIOR TO THE EVENT.


THE PREMISES TO BE LICENSED MUST BE POSTED AT LEAST TEN (10) DAYS BEFORE A HEARING CAN BE HELD. (12-48-106 C.R.S.)


AN APPROVED APPLICATION MUST BE RECEIVED BY THE LIQUOR ENFORCEMENT DIVISION AT LEAST TEN (10) DAYS PRIOR TO THE EVENT.


CHECK PAYABLE TO THE COLORADO DEPARTMENT OF REVENUE


APPLICATION INFORMATION AND CHECKLIST


THE FOLLOWING SUPPORTING DOCUMENTS MUST BE ATTACHED TO THIS APPLICATION FOR A PERMIT TO BE ISSUED:


Appropriate fee.


Diagram of the area to be licensed (not larger that 8 1/2" X 11" reflecting bars, walls, partitions, ingress, egress and dimensions.


Note:  If the event is to be held outside, please submit evidence of intended control, i.e., fencing, ropes, barriers, etc.


Copy of deed, lease, or written permission of owner for use of the premises.


Certificate of good corporate standing (NONPROFIT) issued by Secretary of State within last two years; or


If not incorporated, a NONPROFIT charter; or


If a political Candidate, attach copies of reports and statements that were filed with the Secretary of State.
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