
 
SPECIAL EVENT APPLICATION 

 
We are thrilled you are interested in hosting your event with the  

Town of Lauderdale-By-The-Sea! 
 

PRIVATE EVENT SPECIAL EVENT 

Application due at least 30 days prior to event 
date 

Application due at least 60 days prior to event 
date 

Event anticipates 25 guests or more Any event being advertised to the general public. 

NOT being advertised to the general public  
 
Late application fees will apply if submitted within the designated submission window.  
 
Special Event Applications must go before the Commission for final approval. You will be notified 
when your application has been approved by staff and has been assigned to a commission meeting 
agenda. While not mandatory, attendance at your designated meeting is recommended.  
 
This application can be found on our website at www.lbts-fl.gov/town/docs.htm. We ask that you 
please complete the application and return to events@lbts-fl.gov.  
 
An application is considered complete when: 

• All applicable sections of the application are completed. 
• Detailed site map is included. 
• Application fee of $125* has been paid (*or late fee if applicable). 

 
If the applicant is seeking sponsorship / co-sponsorship from the Town of Lauderdale-By-The-Sea, a 
Statement of Benefit is required by Town Code and shall be included with your application.  
 
Please keep in mind – Turtle Nesting Season runs March 1st through October 31st. If any activities are 
to take place on the sand, the Event organizers shall ensure a minimum buffer of 10 feet is kept clear 
around any marked turtle nests, or any areas that appear to be a new nest. All activity is to stay away 
from active nests. No holes are to be dug in the sand west of the high tide line.  
 
For any questions, please reach out to the Events & Marketing Manager. 
 
We look forward to assisting you! 

Katie Anderson 
Events & Marketing Manager 

katiea@lbts-fl.gov  • 954-640-4209 

http://www.lbts-fl.gov/town/docs.htm
mailto:events@lbts-fl.gov
mailto:katiea@lbts-fl.gov
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SPECIAL EVENT APPLICATION 

 
EVENT DETAILS 
 
Name of Event: ____________________________________________________________ 
 
New Event: ________________  Returning Event: ________________ 
 
Day(s) + Date(s) of Event: ___________________________________________________ 
 
___________________________________________________________________________ 
 
Proposed Location of Event: ________________________________________________ 
 
How many total people do you anticipate onsite at any peak time?   
 
Participants: ___________ Spectators: ___________ Volunteers: ____________ 
 

ACTIVITY DAY TIME 

Start of Setup:   

Start Time of Event:   

EVENT   

End Time of Event:   

Cleanup Completed By:   

 
 
HOST OR SPONSORING ORGANIZATION 
 
Name: _____________________________________________________________________ 
 
Address: ___________________________________________________________________ 
 
Is applicant a non-profit organization (501 (c) (3)?   ________ YES             ________ NO 
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PERSON SUBMITTING APPLICATION (“Responsible Party”) 
 
Name: ___________________________________________________________________________ 
 
Address: _________________________________________________________________________ 
 
Phone: ________________________  Email: ____________________________________ 
 
ON-SITE EVENT REPRESENTATIVE 
 
____ Same as above 
 
Name: ___________________________________________________________________________ 
 
Address: _________________________________________________________________________ 
 
Phone: ________________________  Email: ____________________________________ 
 
REQUEST FOR TOWN INVOLVEMENT 
 
Are you requesting Town be involved with this event in any way? 

 _______ YES _______ NO  
 
If yes, please describe: ____________________________________________________________ 
 
__________________________________________________________________________________ 
 
SOUND SYSTEMS 
The event sound systems shall be operated so as not to violate the Town’s code, including and 
especially Section 13-6, Noise Limitation. Violations of the Town’s noise ordinance are grounds for 
immediate termination of the source of the noise and potentially the event.  
 
Do you plan to use amplified sound?  
 

_____ Proposed amplified sound / speaker system 
 

_____ Proposed live music 
 

_____ Planned recorded music 
 

_____ Do you require electrical connections for any of the above?  
 

If yes, which? __________________________________ 
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TENTS, CANOPIES, STAGES, BLEACHERS 
Tents are generally defined as temporary structures having two or more sidewalls or drops. 
A canopy is a tent without sides. 
All tents or canopies larger than 120 sq. feet, multiple canopies without separation, and stages require a 
building permit. The use of tents or larger canopies requires approval of the Fire Marshal and are required to 
have building permits obtained via the LBTS building department prior to the event. 
Manufacturer’s labels are required to be attached to tents and canopies.  
Rental agencies shall provide documentation of the flame spread labeling of 25 or less submitted with the 
application.  
 

Stages and bleachers shall include product approvals that are supplied by the manufacturer.  
 
Indicate if any of the following will be assembled at the event and include locations on 
your site map. Please list sizes and numbers of each: 
 

# Tents:  ______ 
 

# Canopies:  ______ 
 

# Stages:  ______ 
 

# Bleachers:  ______  
Size & Load Max: _______________________ 
 

UTILITIES 
All utilities requirements shall be approved by the Director of Development Services and the Fire 
Marshal prior to application submission to the Town Commission.  Depending on location of the 
event, electric and/or water may be available from the Town for a fee.  
 
All electrical requests shall meet the requirements of the Florida Building Code with final approval 
from the Town’s Building Official at least 30 days prior to the event.  
 
Will any electrical equipment be installed in conjunction with the Special Event (i.e. 
lighting, outlets for cooking, etc.)? 
 

______ YES ______ NO 
 
If the event requires the following on public property, list what equipment is to be 
installed and locations (include voltage, amperage, and phases of wiring) as well as 
vendor name providing the equipment.  
 

______ Electrical Power: __________________________________ 
 

______ Water: ___________________________________________ 
 

______ Gas, Propane, BBQ Grills, Generators: ______________ 
                          _____________________________________________ 



The Town of Lauderdale-By-The-Sea 
Special Event Application 

 

5 
 

 
______ Fuel Storage: _____________________________________ 

SIGNAGE 
All signage should be included in the application.  Information about signage shall include location, 
colors, size, and number of signs. Indicate signs to be placed in any right of way that directs traffic 
to the event. Signage is subject to approval and shall not be installed without permission. 
 
Are you requesting permission to erect signage for this event? 
 

______ YES ______ NO 
 

If yes, please describe: ________________________________________ 
 

  _______________________________________________________________ 
 

_______________________________________________________________ 
 
RESTROOMS 
Permit holder is required to obtain written approval from Town establishment if said establishment 
is allowing participants to use their restroom facilities.  
 
Number of additional Town restrooms being provided: _______________________ 
(Please include on site plan) 
 
TRAFFIC CONTROL / STREET CLOSURES 
Street closures may be required at the Permit Holder’s expense.  
 

Are you requesting that any public streets be closed for the event? 
 

______ YES ______ NO 
 

If yes, please indicate the streets and times the closure is being requested:  
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 
Are you requesting the reservation of any Town parking spaces for the event? 
 

______ YES ______ NO 
 

If yes, please indicate which and how many spaces are being requested:  
All parking fees are to be paid at least 30 days prior to the event. 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
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VEHICLES 
 
Are you requesting permission to drive or park on Town grounds? 
 

______ YES ______ NO 
 

If yes, please indicate the type(s) of vehicles, locations, and times that are 
being requested:  
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 
Permit Holder shall be responsible for any damage to Town property.  
 

OFF DUTY POLICE / CODE COMPLIANCE OFFICERS 
Off duty police are required, at the Permit Holder’s expense, for street closures, events with alcohol 
or large crowds, as determined by the Broward Sheriff’s Office. Large events may require a Code 
Compliance officer to ensure compliance with Town’s codes.  
 
Do you anticipate needing off duty police officers for your event?  
 

______ YES ______ NO 
 
Do you anticipate needing code compliance officers for your event? 
 

______ YES ______ NO 
 
ALCOHOL 
State license is required to be submitted to the Town at least 30 day prior to the event. 
 
Are you planning on selling alcoholic beverages at the event? 
Please note beverage stations on site map. 
 

______ YES ______ NO 
 

If yes, has a liquor permit been obtained by the State of Florida?  
 

______ YES ______ NO 
 
 Contact information for all license holders who will be providing alcohol:  
 

 __________________________________________________________________ 
 

 __________________________________________________________________ 
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FEES 
 

Are there any fees or donations that will be collected on site from participants or 
spectators? 
    _________ YES _________ NO  
 
If yes, please describe: ____________________________________________________________ 
 
CONCESSIONS 
 

Are you planning to have any kind of concessions?     ______ YES   ______ NO 
 

If yes, has the Florida Health Department approved the food vending site plans? 
 

______ YES ______ NO 
 

Is the food provided by a nonprofit organization?  ______ YES ______ NO 
 
 Is the food:  ______ Free of charge? ______ For sale? 
 

Do all food vendors have a temporary food service permit? ______ YES ______ NO 
 
Please list the type(s) of food that will be served: _____________________________ 

 

 __________________________________________________________________________ 
 

Are you requesting any of the following types of cookies equipment to be used on 
site? 

 Charcoal Grills  Fryers  Open Fires 

 Propane Grills  Smokers  Hoods 

 Concession Trailers  Warmers  LP Tanks 

 Sterno  Refrigerators  Other: _____________ 
 
SALE OF MERCHANDISE 
 

Are you requesting approval to offer other items for sale at the event? 
 
 ______ YES ______ NO 
 
 If yes, please describe: ____________________________________________________ 
 

 _________________________________________________________________________ 
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ANIMALS 
Any exhibition or similar undertaking in which animals are required to participate in performance for 
the amusement or entertainment of an audience is subject to Town Commission approval. 
 
Are animals included in your event? ______ YES ______ NO 
 
 If yes, please describe: ____________________________________________________ 
 

 _________________________________________________________________________ 
 
FIREWORKS 
Fireworks require a separate approval process and application. 
 

Are you requesting approval to discharge fireworks at the event? 
 
 ______ YES ______ NO 
 
RIDES 
Rides or other amusement may require a State of Florida inspection. Copies of contracts with any 
providers of rides, mechanical devices, and amusements shall be submitted to the Town at least 30 
days prior to the event. 
 
Are rides included in your event?  ______ YES ______ NO 
(i.e. mechanical, electrical, inflatable, bounce houses, slides, etc.) 
 
 If yes, please describe: ____________________________________________________ 
 

 __________________________________________________________________________ 
 

 __________________________________________________________________________ 
 
VENDORS 
A list of all vendors with the company name is required for initial approval and a final list is required 
at least 30 days prior to event and subject to approval (please add on a separate page). 
 
FIRE WATCH / EMS ONSITE 
 

If required by the Fire Marshal, the applicant shall provide a fire watch and / or an EMS 
Crew during the event. Large events or those using combustible materials shall require 
qualified stand-by personnel and the appropriate equipment, the cost of which is at the 
responsibility of the Permit Holder. 
 

I understand that Fire Watch or EMS Services may be required at the Event’s expense 
 
        Initial: ___________________ 
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NO BALLOONS RELEASED 
 

When balloons are released over the ocean, they become a major source of pollution and 
significantly increase the mortality rate among sea turtles, birds, and other marine life. To 
help reduce the threats caused by balloons, I agree that there will be no balloons at this 
event and that I have been informed that the release of balloons is illegal under Florida 
Statute 379.233. Failure to abide by this requirement will result in the cancellation of the 
current event and denial of future special event permits.  
 
I agree no balloons will be released.    Initial: ___________________ 
       
INSURANCE 
 
Insurance requirements differ depending on the type of event and if alcohol is served.  
 
For events not serving alcohol and without fireworks, the Applicants shall provide a 
Certificate of Liability Insurance written in comprehensive form naming the Town as 
additional insured in the amount of $1,000,000 per occurrence and $2,000,000 general 
aggregate for property damage with thirty days’ written notice required for cancellation. 
 
Certificate of Liability Insurance naming the Town as additional insured is required from all 
Event businesses, promoters, and other related event planners.  
 
An approved form of a Certificate of Liability Insurance may be required with your 
Application for approval by the Town Commission and / or shall be provided to the Town at 
least 30 days prior to the event date.  
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DETAILED SITE PLAN 
A detailed map of the event site identifying locations of each of the items mentioned in the above 
application must be drawn or attached here with your application submission.  
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PERMISSION OF THE PROPERTY OWNER 
 

Applicant’s and Property Owners Certification 
 
An event held on property that is not owned by the applicant requires the permission of the property owner, 
which is granted by having the property owner sign this special event application.  
 

By signing this event application, the petitioner agrees to all terms, conditions, and indemnification in this 
application, and understands that this application or the approval of this event application by the Town 
Commission does not grant any permission to violate any laws, ordinances, or statues. 
 

Additions and/or revisions to this application must be submitted in writing.  
 

Applicant Property Owner 
I understand the Town’s requirements to hold a 
special event and the information provided in this 
application is complete to the best of my 
knowledge. 

I give the applicant permission to use my/our 
property for the proposed special event and I 
understand the Town’s requirements to hold a 
special event and the information given by the 
applicant is complete to the best of my knowledge. 

Applicant’s Signature (required): 
_______________________________ 
 

Date: _________________________ 

Property Owner’s Signature (required): 
_______________________________ 
 

Date: _________________________ 

Applicant (Print information below) 
 

Name: ____________________________________ 
 
Title: ______________________________________ 
 
Organization: ______________________________ 
 
Telephone: ________________________________ 
 
Email: _____________________________________ 

Property Owner (Print information below) 
 

Name: ____________________________________ 
 
Title: ______________________________________ 
 
Organization: ______________________________ 
 
Telephone: ________________________________ 
 
Email: _____________________________________ 

  
 

STATE OF FLORIDA:  
 

COUNTY OF BROWARD:  

 

STATE OF FLORIDA:  
 

COUNTY OF BROWARD:  

SWORN TO AND SUBSCRIBED BEFORE ME, a 
Notary Public of the State of Florida, by 
____________________________ who is  
personally known to me / provided 
____________________ as identification and who 
did / did not take an oath.  

SWORN TO AND SUBSCRIBED BEFORE ME, a 
Notary Public of the State of Florida, by 
____________________________ who is  
personally known to me / provided 
____________________ as identification and who 
did / did not take an oath.  

 

My Commission Expires: ___________________ 
 

___________________________________________ 
Notary Public, State of Florida 
 

 

My Commission Expires: ___________________ 
 

___________________________________________ 
Notary Public, State of Florida 
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APPLICANT’S CERTIFICATION 
 
By signing this event application, the petitioner agrees to all terms, conditions, and 
indemnifications in this application, and understands that this application or the approval 
of this event application by the Town Commission does not grant any permission to violate 
any laws, ordinances, or statues.  
 
Additions and / or revisions to this application shall be submitted in writing.  
 
I understand the Town’s requirements for park use and the information provided in this 
application is complete to the best of my knowledge.  
 
 
____________________________  ____________________________ 
Applicant’s Signature   Date 
 
 
____________________________  ____________________________ 
Applicant’s Printed Name   Telephone 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


