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The material in this document has been provided by Eproval to assist Special Events Offices in the 
development and enrichment of their program responsibilities.   

A department overview or briefing document can be helpful to brief community members, City leadership and 
elected officials.  The document can be structured to highlight the services, issues and future planning goals 
for the Special Events Office.  The material may also be adapted for use on the special 
events website, in other city publications, or as a basis for an informational report 
to your City Council to familiarize them with the complex issues associated with 
special events. 

Mission statements, goals and objectives can help special 
events staff clearly articulate and prioritize work. The 
information is commonly used to support budget requests, 
establish employee performance goals, and supplement larger 
organizational strategic planning goals. 

Every city has unique needs and specific policy and budgetary 
priorities. Therefore, the examples provided in this document are 
intended to serve as a reference point for Special Events Office staff 
as they develop the goals, objectives and program responsibilities that 
best meet the needs of their city. We are available to help you in 
developing the tools you need to succeed. If there is anything you need 
please don’t hesitate to ask.  

Insert your author’s name here 
 

Use this cover page by revising the title above, 
removing the logo to the left, inserting your city’s logo, 
revising the content and deleting this tip 
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Mission Statement 
The City of <Name> Special Events Department/Program 
seeks to enhance the vitality, citizen engagement, quality 
of life, and economic prosperity of <Name of City> 
through the support of special events throughout our 
community.  

 

OVERVIEW 
The <Department/Program> is budgeted/located in the 
<Department/Division> and has <insert number> 
dedicated full-time and part-time staff that support the 
unique needs of the special events industry in order to 
foster the role special events play in our community.  

Each year the <Special Events Department/Program> 
provides permitting, coordination, technical and or 
promotional assistance to applicants for special events 
that span more than <insert number> event dates (you 
may want to provide number of days rather than number of 
permits if you authorize multi-day events with one 
permit).  Most of these events are hosted by local non-
profit organizations and serve as important fundraisers and 

educational opportunities for the organizations. 

The majority of these permitted activities require the coordination of multiple city departments and 
other public agencies represented on the <Citywide Special Events Team> (if you do not have a 
formal name for your team of reviewers, consider establishing one). Examples of these activity 
types include festivals, parades, runs/walks, triathlons, farmers/art markets, and sports 
tournaments. 

In many cities, the person 
responsible for special 
events permitting has 
multiple other permitting 
responsibilities and 
unrelated duties. You may 
want to provide this 
information to help the 
reader understand how 
much time or resources are 
allocated to special events. 

This is an example of a mission 
statement.  More details regarding 
the development of your mission 
statement can be found near the end 
of this document. You can remove 
these instructions or use them as 
call-out boxes 
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CIVIC ENGAGEMENT 
Special Events staff are actively involved in the community and 
understand the significant role special events play in <Name of 
City>.   

Community festivals add to the spirit of our neighborhoods and 
provide an opportunity for residents, local artisans, performers, 
merchants and city employees, such as neighborhood police 
officers, to interact with one another.   

Athletic and cultural events strategically located in key business 
districts provide marketing opportunities and bring new patrons to 
businesses.   

Events of regional, national and international stature create 
millions of dollars of economic impact, instill civic pride and serve 
as long-term economic development tools for <Name of City>. 

 

SPECIAL EVENT PERMITTING PROCESS 
The <Special Events Department/Program> leads the 
<Citywide Special Events Team> in order to provide a 
coordinated approach to the review and issuance of special 
event permits.  

During the permit application review process, event organizers 
may interface with representatives from more than <insert 
number> city, county, state and federal agencies with 
regulatory oversight and on-site management responsibilities 
for special events.  

The goal of the team is to provide a unified customer service 
experience, increase public safety and reduce liability to the 
<City of Name>. 

This is an opportunity 
to share information 
about the benefits 
special events bring 
to your particular 
community. Use 
examples, photos, 
statistics or dollars 
generated from local 
events 

City management and 
elected officials may not 
be aware of the 
complexities involved in 
the special event 
permitting process. 
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While special event organizers are often concerned with the complexity of the permit process, the 
city’s special events team has worked diligently to establish a process that supports compliance 
with the laws associated with components and activities at special events and provides for the 
safety of attendees and surrounding neighborhoods.    

The team is comprised of representatives from the following city departments, divisions, and 
programs, along with other public agencies with regulatory review, public safety and/or on-site 
management responsibilities associated with these activities:  

 

Department/Program Area of Responsibility 
Special Events Office • Responsible for the overall review process 

• Community Impact and Mitigation Strategies 
Police Department • Street Closures/Traffic Plan 

• Crowd Behavior & Safety 
• Parking Enforcement (Towing Cars in Venue) 
• Alcohol Management (if applicable) 
• Impact to Surrounding Neighborhood 
• First Amendment Activity (if applicable) 

Fire Department • Fire Lanes 
• Exiting and Capacity of Enclosed Areas 
• Tenting/Sprung Structures Safety 
• Open Flame/Cooking  
• Pyrotechnics 
• Medical Response 

Risk Management Department • Insurance & Endorsement Requirements 
• Participant Waivers 

Environmental Services Department • Recycling & Trash 
• Storm Water Pollution Prevention 

Disability Services Department • Accessibility Compliance  

Building Department • Self-Certification or Building Permit 
• Temporary Structures/Engineering Plan Check 
• Onsite Inspection 

Parks & Recreation Department • Space Availability 
• Park Usage Requirements 

County Health Department • Food Handling Permit 

State Alcohol Licensing Department • Alcohol Use Permit 

Regional/Local Transit Agencies • Re-route Bus Service 
• Additional Service to Venue 
• Safety Measures Near Adjacent Tracks 

Public Works Departments • Right-of-Way Conflict Resolution 
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Department/Program Area of Responsibility 
City Clerk/Treasurer • Business License or other licenses 

Area Jurisdictions/Agencies • When Venue is Adjacent or Activities Impact 
Other Entities  

U.S. Federal Aviation Authority, Regional Office • Drone Usage 
• Lighting Features/Pyrotechnics Impacting 

Flight Paths 
U. S. Military, Local Installations • Drones, Lighting Features/Pyrotechnics 

Impacting Flight Paths 
• Activities Impacting Waterways 

U. S. Coast Guard, Regional Office 
 

• Authorize water components within their 
jurisdiction 

U. S. Federal Bureau of Investigations, Regional 
Office 
 

• Agency Regional Assessment Information 

U. S. Department of Homeland Security, Regional 
Office 

• Agency Regional Assessment Information 

 
 
 
 

 
 
 
TECHNOLOGY  
The onset of COVID-19 work at home requirements amplified the need for cutting edge 
technology that supports the complexity of the special event permitting process.   

Moreover, the benefits and risks to the city described in this document highlight the importance 
of a well-managed permitting process that incorporates best practices for regulatory compliance 
and onsite public safety management. 

Tip:  You may want to break the comprehensive table above into smaller individual 
tables or color code fields to show Mandatory Reviewers for all permit applications 
and Optional Reviewers based on activities, components and location for a particular 
event, such as alcohol licensing, food permits or park usage.  Some cities also have 
Information Only Reviewers, so they are aware of the permit application but do not 
sign-off on it.  Local FBI, Federal Homeland Security, Military Bases, or adjacent 
municipalities are examples of FYI notification entities. 
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Many cities, including <Name of City> have been challenged to 
find an affordable software solution that supports a multi-
disciplinary, iterative application review process.   

Most municipal permitting systems have been developed to 
address land management, building, inspections, and code 
compliance issues.   

Many of these systems require programming updates to be 
completed by programmers or consultants. Further, they do not 
support dynamic form generation, are challenged to support 
multiple concurrent workflows (and sub-workflows), do not 
address the need to have outside jurisdictions and agencies 
participate in the process, are not user friendly, and include 
expensive per user licensing fees.  In contrast, less complicated freeware solutions do not support 
the complexity of special event permitting. 

The <department/program> is currently assessing a software platform specifically developed to 
support the needs of local and regional cities and agencies with responsibility for special event 
permitting.  The software is currently being used in cities similar to <Name of City> to support 
their special event permitting needs and, in some instances, supports film permitting as well.   

 

CIVIC EVENT MANAGEMENT 
The <Special Events Department/Program> provides event 
management services to support civic events in <Name of City>.   

Department/Program staff oversee the management of (list events 
and attendance as well as supporting information such as the city’s 
largest festival, or annual festival to celebrate something).   

The department also provides ancillary support to (describe 
assistance you provide with ribbon cuttings, library or park opening, 
press conferences, etc.)  

(Consider Inserting photos from recent civic events, ribbon cuttings 
or other civic activities.) 

 

Many City Councils have 
prioritized eGov solutions 
and open data initiatives.  
Special Events Offices 
across the country have 
been challenged to 
secure funding approval 
for specialized software 
that meets their unique 
needs.  

Some special event 
programs organize 
and manage civic 
events in addition to 
their permitting 
responsibilities. 
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FILMING 
Filming can be an important economic development 
activity and a source of civic pride for our city.  Securing 
film productions is extremely competitive. 

<Name of City> permits an average of <insert number> 
per year.  Due to the unique nature of filming, permit 
applications frequently must be reviewed within 3-5 days 
of a request.   

The <department/program> supports filming in <Name 
of City> through the permitting process, connecting 
productions to the right contacts with nearby cities, 
production facilities, location services, providing resources for the local film industry, and 
promoting the region as a film-friendly destination.  

 

 

Special Events, Film Productions and Tourism  
Major special events, sporting activities, conventions and film productions are an integral part of 
<Name of City’s> tourism industry and contribute significantly to <Name of City’s> economy 
through the generation of hotel room night taxes, sales tax, and other direct and indirect 
spending.   

Some special events 
departments are responsible 
for promoting filming in their 
region and issuing film permits 
in their jurisdiction. 
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Long-term branding and economic development 
benefits are also derived from the significant 
national and international media exposure 
brought to the region by these types of events.   

Regional and community events enhance the 
visitor experience and are reasons to extend a 
stay or bring additional family members to 
<Name of City>.  Film productions that feature 
<Name of City> and its various destinations 
support the growing film-tourism industry. 

The <Special Events Department/Program> 
collaborates with visitor industry partners such 
as the <Convention & Visitors Bureau, 
Convention Center, and state and local film 
organizations> in the development of bid 
proposals to secure major events, film productions, sporting activities, and conventions that 
generate tourism in <Name of City>. 

 

Major Event, Film Production and Convention Liaison 
Services  
Once a major special event, film production, sporting activity, or convention is secured, the 
<Special Events Department/Program> provides liaison services to key entities such as the event 
organizer, location manager, meeting planner, host committee, business and residential 
communities as well as city departments and other public agencies.    

Special Events staff have served as the City’s primary liaison for a number of major events, film 
productions, and conventions.   Examples of one-time events the <department/program> has 
supported in recent years include: 

• List Event 

• List Event 

• List Event 

This section and the next section may 
not be applicable to your program; or 
you may not support all of these 
functions.  However, the sections may 
provide you with ideas about the role 
you can play in supporting economic 
development initiatives based on the 
unique nature of your community 
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In addition to major one-time events, <Name of City> is host to a number of annual events with 
significant economic benefits for the region that receive liaison services from the <Special Events 
Department/Program>: 

 

Event Annual Economic Impact Annual Room Nights 

   

   

   

  

OVERARCHING LONG-TERM 
ISSUES 
Over the past two decades, the special events industry 
has grown significantly in terms of its potential economic 
impact, civic engagement opportunities as well as the 
potential risk from crowd behavior, accidents and the 
complexity of activities. 

Many of the issues and areas of concern that require 
significant attention from <Special Events 
Department/Program> and the <Citywide Special Events 
Team> staff have not traditionally been an area of focus 
for the city; however, their importance has increased 
dramatically. 

Key areas of focus include: 

• Incorporating Homeland Security/FBI and other law enforcement in event planning 

• Increasing public safety presence/incident management 

• Contending with rising incidents of riotous and unruly behavior 

• Avoiding accidents at an event that may be captured on social media and go viral 

• Dealing with national and international media 

• Changing size and complexity of events and associated regulatory/public safety requirements 

• Avoiding financially crippling litigation 

You may want to consult with 
members of the Citywide 
Special Events Team to 
develop this section.  Some 
departments, such as Police 
and Fire may want to use this 
section in their own briefing 
documents. 
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• Branding impacts – both positive and negative long-term impacts to the City’s brand and 
economic development opportunities 

• Improving the applicant and reviewer experience and need for technology solutions that allow 
for onsite staff to view permit applications and supporting material on the day of the event 

  

FUTURE 
The special event industry is a steadily growing sector that 
supplements the City’s community and economic 
development strategies. The Special Events 
<Department/Program> continues to work with all segments 
of the community including non-profit, tourism, film and sports 
industries to address their unique needs.   

The <department/program> will continue to work closely with 
city departments and outside agencies to support regulatory 
compliance and best practices for all permitted special events 
as well as to monitor emerging trends in public safety 
management, risk management and other operational 
requirements. 

In <insert year e.g. FY 2022>, the <department/program> is 
seeking to move the special event permitting system online. We intend to use state of the art 
technology that enables multi-disciplinary and multi-agency interaction for the submission, review 
and on-site management of special events. Moving the process online will meet the egov needs 
of our citizens and increase cross-departmental collaboration with the goal of improving internal 
and external customer service.

This section provides an 
opportunity to identify 
future initiatives and 
priorities that are important 
to the program, other 
members of the Citywide 
Special Events Team, City 
leadership and the 
community. 
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Sample Mission Statements 

1. The <Name of City>< Special Events Department/Program> 
seeks to enhance the vitality, citizen engagement, quality, 
and economic prosperity of <Name of City> through the 
support of special events (insert other permit types if 
applicable for example, filming, grants) throughout our 
community; or 

2. The <Name of City>< Special Events Department/Program> 
is dedicated to supporting events that showcase our 
community’s vibrancy and diversity; or 

3. The <Special Events Program> provides exceptional public service to event organizers, 
attendees, residents and businesses to foster a safe, healthy and vibrant community. 

 
 

Sample Goals and Objectives 

Goal 1. Provide leadership and coordination for the special event permitting process in <Name of City>.   

The <Department/Program> will move toward accomplishing this goal 
by focusing on the following objectives:  

a. Establish and manage internal reviewing procedures for the 
review of special event permit applications (add additional 
application types if applicable) to ensure compliance with all 
laws and best practices to reduce risk to the City  

b. Lead the team comprised of City department and other agency 
representatives responsible for the regulatory review of permit 
applications and on-site management of city resources at 
special events. 
 
 

Consider including 
initiatives and goals 
important to the 
success of your 
department or 
program as well as 
City Management and 
City Council priorities. 

If you are also 
responsible for film or 
other permit types, 
consider adding this 
information.  Incorporate 
actual priorities for your 
city whenever possible. 
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Goal 2.  Utilize information technology solutions to support internal and external customers.    

The <Department/Program> will move toward accomplishing this goal by focusing on the following 
objectives: 

a. Identify and secure a software solution specifically designed to meet the unique needs of the 
special event permitting process that is user friendly, supports applicant needs and enhances 
interdisciplinary communication and coordination in a cost effective, efficient and transparent 
manner. 

b. Once the software is implemented, provide ongoing training to internal and external customers to 
maximize its uses and benefits. 

 

Goal 3. Establish safe and enjoyable venues to support special events in <Name of City>.   

The <Department/Program> will move toward accomplishing 
this goal by focusing on the following objectives: 

a. Facilitate and support the implementation of best 
practices for the permit application review process and 
on-site management of special events 

b. Manage the permit application review process to 
minimize the City’s exposure to risk as it relates to 
special events 

 

Goal 4. Promote and enhance community engagement and the economic strength of <Name of City>. 

The Department will move toward accomplishing this goal by focusing on the following objectives: 

a. Work closely with applicants and permit application reviewers to establish an event-friendly city. 

b. Participate in community enhancement, regional business development and visitor industry 
initiatives. 

 

Decision makers and elected 
officials in your organization 
may not be aware of the 
potential risk to the City if best 
practices, laws and risk 
reduction strategies are not 
implemented. 
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