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SPECIAL EVENT CHECKLIST – STREET DEPARTMENT 

  

ADA & ACCESSIBILITY                             ☐ 

ADA stands for Americans with Disabilities Act.  It is the responsibility of the Event 

Organizer to ensure the event site is accessible to the disabled.  Public sidewalks may not 

be blocked with tents, portable toilets or other structures; cables and/or electrical cords 

must not create an obstacle; ADA accessible parking and portable toilets must be available.  

Event organizers should be prepared to meet any accessibility accommodations.  

 

APPLICANT                                        ☐ 

This must be the Chief Officer or a Representative of the event organization who has been 

authorized by the organization to complete the special event application. 

 

APPLICATION PROCESS AND APPROVAL                                        ☐ 

Once the application is received, it is reviewed by city staff.  If the application is accepted, 

the Street Transportation Department, Special Event Liaison, will schedule a meeting with 

the Special Events Committee and the Event Organizer.  If the application is denied, the 

applicant will be contacted by the Street Transportation Department, Special Event 

Liaison.  

Please note:  The Special Event Application for Street Closures for Special Events must 

be submitted a “minimum of 90 days before the start date of the event” to allow the Special 

Events Committee sufficient time to review the application.     

APPLICATIONS                                   ☐ 

I. New Events: Applications are accepted 11 months out from the event. 

II. Recurring Events: Applications are accepted 13 months out from the event.  Once 

the event is held, the Event Organizer has up to 30 days after the event to secure a 

date for the following year before it is released for other events. 

ARIZONA STATE CAPITAL                                  ☐ 

If your event is a lawn event held at the Arizona State Capital, you can obtain more 

information by calling (602) 926-4236 or email your request to lawnevents@azleg.gov. 

 

mailto:lawnevents@azleg.gov
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DECIBEL LEVELS                                                          ☐ 

A decibel is a unit for measuring the relative loudness of sounds.  Decibel level shall not 

exceed 100 per city ordinance. (See Noise and Amplified Sound). 

FEES                                             ☐ 

Effective May 1, 2008, a $400 fee applies to submit the Special Event Application for Street 

Closures.  There may be additional fees assessed for some city services, permits, park 

areas, and support services.  As a standard, the city does not waive fees.  The Special 

Event Application fee for Street Closures for Special Events is “non-refundable,” whether 

the application is approved or not. 

INSURANCE                                                           ☐ 

The Street Transportation Department, Special Event Liaison must receive all proper 

insurance documentation at least two [2] weeks before the event.  Failure to comply with 

insurance requirements will result in the forfeiture of the use of city property for the event.  

For an example of a Certificate of Liability Insurance and the Insurance Specifications and 

Indemnification Guidelines, refer to Exh. D.  

MEDICAL ASSISTANCE                                           ☐ 

The medical response component for the event is the responsibility of the Event Organizer.  

The city may require specifics for medical personnel at the event.  Fees are charged for the 

use of Phoenix Fire Department personnel and services.  For more information, please call 

the Fire Department's Fire Prevention Section at (602) 262-6771 or email: 

fireprevention.pfd@phoenix.gov. 

NEIGHBORHOOD NOTIFICATION                                         ☐ 

The impact of special events on residents and businesses in the area can be significant. 

Clear and broad advance organizer communication is required and will help to ensure the 

success of the event.  Insufficient notification and outreach can result in a street closure 

permit denial or forfeiture of the use of city property for the event.  Neighborhood and 

community notification are the responsibility of the Applicant/Event Organizer.    

 
The Applicant/Event Organizer is required to notify all residents, businesses, places of 

worship and schools that are impacted by street closures and/or noise related to the event 

within a minimum of a two [2] block radius of the event and at least 30 days before the 

event.  If amplified sound is expected, the notification must be a minimum of a [5] five-

block radius of the event and at least 45 days before the event.  For run/walk/ride events, 

the notification must be made to all businesses and residents along the route and one block 

in each direction along the route.  

mailto:fireprevention.pfd@phoenix.gov
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Here are example notification form letters you can personalize with information about your 

event and provide to impacted businesses and residents.   

Exhibit A – Business Official Notification of Special Events & Acknowledgment  

Exh. A.1 – Parade Event 

Exh. A.2 – Walk/Run/Marathon 

Exh. A.3 – Static Streets Event 

 

Exhibit B – Resident Official Notification of Special Events 

 Exh. B.1 – Parade Event 

 Exh. B.2 – Walk/Run/Marathon 

 Exh. B.3 – Static Streets Event 

If you create your personalized notification letter and collateral, the following information 

must be included: 

• Name of event 

• Sponsoring Organization(s) 

• Date and timeframe of the event 

• Details about parking and traffic impact, including hours 

• Details of amplified sound, highlighting any off-hours amplified sounds 

• Map of the event footprint be as detailed as possible 

• Name, email, and cellphone number for day-of-contact personnel 

• A website associated with the event 

An example notification must be submitted to the Street Transportation Department, Event 

Liaison/Special Events Committee, for review and approval before the notification is 

disseminated.  Once approved, the notification may be provided in-person, over the phone, 

mail, or direct email.  Direct phone calls and attendance to neighborhood association 

meetings may also be required.  Always request to speak with the owner or manager when 

possible.  Notification should be provided no later than two [2] weeks before your event.  Be 

sure to track your interactions. For an example tracking sheet, refer to Exhibit C.   

Verification of neighborhood notification is required. 

NOISE AND AMPLIFIED SOUND                                                   ☐ 

If the event has amplified sound, the Police Department or city representative may 

determine that noise from the event is disruptive to others and may require the event 

organizer to lower or discontinue the noise.  Also, they may order entertainment to cease if 

it incites a crowd or has the potential for unruly or risky behavior.  Failure to comply will 

result in cancellation of the event. (See Decibel Levels). 
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ONSITE CONTACT/PHONE NUMBER                                                      ☐ 

This is the name and cellular phone number of a person who will be at the event and can 

be contacted if needed during the event for all questions or concerns.  

PARKING/SHUTTLE PLAN                                                        ☐ 

Describe the parking plan for event staff, vendors, volunteers, participants, and spectators. 

PERMITTING                                                                            ☐ 

Please note that additional permit requirements are not handled through the Street 

Transportation Department (e.g., liquor license permits, etc.) and require additional lead 

times for processing.  Please take this into account when submitting the Special Event 

Application for Street Closures for your special event; as we cannot expedite your meeting 

to accommodate this requirement.                                                                                        

For more information, visit www.phoenix.gov/cityclerk/services/licensing. 

PROBATION                                                           ☐ 

The city reserves the right to prohibit or place specific restrictions on future events held on 

city right-of-way due to unsatisfactory past performance. 

PROTEST EVENTS                                                           ☐ 

For any protest events, you can obtain more information by calling the Police Department’s 

Professional Standards Bureau at (602) 262-4580. 

PUBLIC CONTACT NAME/PHONE NUMBER                                                   ☐ 

Information from the Special Event Street Closure application is considered public 

information and may be used in developing a calendar of community events.  The name 

and phone number are to be publicized for responding to citizen questions and concerns 

before and after the event. 

PUBLICITY PLAN                                                          ☐ 

This is a description of how you intend to inform the public about your event.  It can be brief 

and general.  Please include the date you expect to start publicity.  It is strongly suggested 

not to begin advertising your event until you have ensured the Street Transportation 

Department has approved your event street closures.  

http://www.phoenix.gov/cityclerk/services/licensing
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REFERENCE CHECKS                                           ☐ 

Reference checks may be conducted for all new events. 

SECURITY                                            ☐ 

Security requirements vary widely for different events.  Security needs are evaluated by the 

Police Department with the authority to recommend the level of security as deemed 

necessary. For more information about securing the City of Phoenix off-duty officers, please 

call (602) 262-7323. 

SET-UP/TEAR-DOWN                                                      ☐ 

This will describe the time or area needed for setting up and tearing down the event.  

Please include the hours anticipated for both setup and tear down.  If your event requires 

sound checks, the time(s) and date(s) of sound checks must be included in your 

application. 

SITE PLAN AND/OR ROUTE MAP                                         ☐ 

To ensure proper review of your event, a site plan must be submitted at the first scheduled 

planning meeting.  This applies to moving routes and fixed venues.  Please include all 

portable structures, restrooms, stages, bleachers, tables, tents, fencing, trash containers, 

dumpsters, food areas, beer gardens, generator locations, etc. in your plan.  Identification 

of all event components must meet accessibility standards.  A narrative should supplement 

your site plan or route map. 

SPONSOR/PROMOTER                                          ☐ 

An entity or organization that assumes full responsibility for the production of the event 

including staffing, funding, planning and total liability. 

TRAFFIC CONTROL PLAN/STREET CLOSURES                                              ☐ 

If there are any requested street closures, a detailed Traffic Control Plan (TCP) is required 

from a certified barricade company.  The Street Transportation Department must approve 

the TCP before the event can be held.  A certified barricade company list can be obtained 

by calling the City of Phoenix, Street Transportation Department, at (602) 262-6235 during 

regular business hours: Mon-Fri., 6:30 a.m. to 3:30 p.m.  For a copy of the City of Phoenix, 

Traffic Barricade Manual refer to https://www.phoenix.gov/streets/traffic-management. 

https://www.phoenix.gov/streets/traffic-management
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TRASH REMOVAL                                           ☐ 

Describe the plan for removing the trash generated by the event.  This plan must include 

removing trash caused by the event that filters into areas surrounding the event, the 

neighborhood and on parking lots used by the event patrons and/or spectators.  The plan 

should include clean up during and after the event.   

Fines may be imposed for unscheduled and/or emergency services to clean the site.  The 

city reserves the right to require the applicant to provide additional trash receptacles and/or 

roll-off bins for the event.  The event organization would incur any costs.  

WESLEY BOLIN MEMORIAL PLAZA                                                    ☐ 

For any Wesley Bolin Memorial Plaza reservations, please call (602) 542-6252. 
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EXHIBIT A 

 
BUSINESS IMPACT 

 

OFFICIAL NOTIFICATION OF SPECIAL EVENT & 

ACKNOWLEDGMENT   
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Exh. A.1 
 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The _________ 

(Name of the Parade) will be taking place on ________(Date).  Due to your proximity to the 

____________(Name of the Parade) parade route, we would like to make you aware of the 

event itself, and let you know that approval was granted by the City of Phoenix, Street 

Transportation Department to allow this event to take place on the city streets listed 

below.  We are thrilled to be guests in your neighborhood, and it is important to us that 

we are communicating clearly with you, the neighbors.  

 

Event Details:  

We will be loading in beginning at ______(Hour) on ______ (Date), and we will load out until 

______(Hour) on ______ (Date).  We will leave your neighborhood as we found it; litter and 

recycling will be handled by ____________________(Name of Contractor).  Enclosed is a map 

of the parade route.  

 

Event website: _________________.  The parade will start at _________(Hour) and the 

parade route will utilize the following: 

 

Street     Boundaries     

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 
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Individual businesses needs are very important to us, and we recognize that our event 

may affect access to your business.  We are required to obtain your signature 

acknowledging receipt of this notification letter.  We will work with you to resolve 

any scheduling conflicts, so please let us know if you have any special access or 

delivery needs during the time of the event.  Please sign the attached acknowledgment 

and return via email or mail at the contact information listed below.   

 

We have worked closely with the City of Phoenix, Street Transportation Department 

Special Events Committee, to minimize the impacts that will be felt during the event.  

We want to thank you in advance for your cooperation, and we apologize for any 

inconvenience we may be causing you.  

 

If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 

 

 

Attachment: Business Acknowledgment – Official Notification of Special Event 
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Exh. A.1 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 
 

_______________(Company/Applicant) requests your acknowledgment of the receipt of the 

upcoming special event notification information for the _______________(Event Name) that 

will be taking place on ________(Date).  This event may affect access to your business, 

and we will work with you to resolve any scheduling conflicts, so please let us know if 

you have any special access or delivery needs during the time of the event.  

 

Please sign and return this acknowledgment via email or mail at the contact information 

listed below by ______________(Date).   

 

Signature: __________________________________________________________ 

 

Print Name: _________________________  Date: __________________________ 

 

Establishment/Business Name: __________________________________________ 

     (Please Print) 

 

Establishment/Business Address: ________________________________________ 

         (Print Name)  

 

If you have comments or access accommodation requests about the impacts of this 

event, please contact: 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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Exh. A.2 
 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The 

___________________(Name of your Walk/Run/Marathon) will be taking place on _________(Date). 

Due to your proximity to the __________ (Name of your Walk/Run/Marathon) route, we would like to 

make you aware of the event itself, and let you know that approval was granted by the 

City of Phoenix, Street Transportation Department to allow this event to take place on 

the city streets listed below.  We are thrilled to be guests in your neighborhood, and it is 

important to us that we are communicating clearly with you, the neighbors.  

 

Event Details:  

We will be loading in beginning at ______(Hour) on ______ (Date), and we will load out until 

______(Hour) on ______ (Date).  We will leave your neighborhood as we found it: litter and 

recycling will be handled by ____________________(Name of Contractor).  Enclosed is a map 

of the Walk/Run/Marathon route.  

 

Event website: ________________________.  The Walk/Run/Marathon will start at 

_________(Hour) and the Walk/Run/Marathon route will utilize the following: 

 

Street      Boundaries      

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 
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Individual businesses needs are very important to us, and we recognize that our event 

may affect access to your business.  We are required to obtain your signature 

acknowledging receipt of this notification letter.  We will work with you to resolve 

any scheduling conflicts, so please let us know if you have any special access or 

delivery needs during the time of the event.  Please sign the attached acknowledgment 

and return via email or mail at the contact information listed below.   

 

We have worked closely with the City of Phoenix Street Transportation Department 

Special Events Committee to minimize the impacts that will be felt during the event.  We 

want to thank you in advance for your cooperation, and we apologize for any 

inconvenience we may be causing you.  

 

If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 

 

Attachment: Business Acknowledgment – Official Notification of Special Event 
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Exh. A.2 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 
 

_______________(Company/Applicant) requests your acknowledgment of the receipt of the 

upcoming special event notification information for the _______________(Event Name) that 

will be taking place on ________(Date).  This event may affect access to your business 

and we will work with you to resolve any scheduling conflicts, so please let us know if 

you have any special access or delivery needs during the time of the event.  

 

Please sign and return this acknowledgment via email or mail at the contact information 

listed below by ______________(Date).   

 

Signature: __________________________________________________________ 

 

Print Name: _________________________  Date: __________________________ 

 

Establishment/Business Name: __________________________________________ 

     (Please Print) 

 

Establishment/Business Address: ________________________________________ 

         (Print Name)  

 

If you have comments or access accommodation requests about the impacts of this 

event, please contact: 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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Exh. A.3 
 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The 

___________________(Name of your Event) will be taking place on _________(Date).  Due to 

your proximity to the __________ (Name of your Event) footprint, we would like to make you 

aware of the event itself, and let you know that approval was granted by the City of 

Phoenix, Street Transportation Department to allow this event to take place on the city 

streets listed below. We are thrilled to be guests in your neighborhood, and it is 

important to us that we are communicating clearly with you, the neighbors.  

 

Event Description:  

• Event Hours are from ______________(Date and Time) to ______________(Date and Time).  

• We will be loading in beginning at ______(Hour) on ______(Date), and we will load out 

until ______(Hour) on ______(Date).  

• This event is a ____________________(Ticketed event or Free to Public). 

• During the event hours, we expect between _______(Low # and High #) 

attendees________(Per day or Event date). 

• Event programming will include_______________________________(Description of 

programming – e.g. live music performance, food and beverage vendors, food trucks, vendor marketplace, 

fireworks). 

• We will have amplified sound __________________(Description of amplified sound – e.g. live 

music performances, public address, pre-recorded music) during the hours of 

______________(Start Time – Finish Time) on ________(Date). 

• Event Parking will include________________________________(Description – e.g. shuttle 

bus service, Valley METRO light rail, designated parking garage locations, rideshare).  

• We will leave your neighborhood as we found it: litter and recycling will be handled 

 by _________________________(Name of Contractor). 

• This event will utilize the following streets closures and/or restrictions. See the 

 enclosed event site map.   
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Street      Boundaries        

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

 

For more information on this event, please visit:____________________ (Event website).  

 

Individual businesses needs are very important to us, and we recognize that our event 

may affect access to your business.  We are required to obtain your signature 

acknowledging receipt of this notification letter.  We will work with you to resolve any 

scheduling conflicts, so please let us know if you have any special access or delivery 

needs during the time of the event.  Please sign the attached acknowledgment and 

return via email or mail at the contact information listed below. 

 

We have worked closely with the City of Phoenix Streets Department, Special Events 

Committee, to minimize the impacts that will be felt during the event.  We want to thank 

you in advance for your cooperation, and we apologize for any inconvenience we may be 

causing you.  
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If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 

 

 

Attachment: Business Acknowledgment – Official Notification of Special Event 
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Exh. A.3 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 
 

_______________(Company/Applicant) requests your acknowledgment of the receipt of the 

upcoming special event notification information for the _______________(Event Name) that 

will be taking place on ________(Date).  This event may affect access to your business 

and we will work with you to resolve any scheduling conflicts, so please let us know if 

you have any special access or delivery needs during the time of the event.  

 

Please sign and return this acknowledgment via email or mail at the contact information 

listed below by ______________(Date).   

 

Signature: __________________________________________________________ 

 

Print Name: _________________________  Date: __________________________ 

 

Establishment/Business Name: __________________________________________ 

     (Please Print) 

 

Establishment/Business Address: ________________________________________ 

         (Print Name)  

 

If you have comments or access accommodation requests about the impacts of this 

event, please contact: 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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EXHIBIT B 

 
RESIDENT IMPACT 

 

OFFICIAL NOTIFICATION OF SPECIAL EVENT 
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Exh. B.1 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The 

__________(Name of the Parade) will be taking place on ________(Date). Due to your proximity 

to the ____________(Name of the Parade) parade route, we would like to make you aware of 

the event itself, and let you know that approval was granted by the City of Phoenix, 

Street Transportation Department to allow this event to take place on the city streets 

listed below.  We are thrilled to be guests in your neighborhood, and it is important to us 

that we are communicating clearly with you, the neighbors.  

 

Event Details:  

We will be loading in beginning at ______(Hour) on ______ (Date), and we will load out until 

______(Hour) on ______ (Date).  We will leave your neighborhood as we found it: litter and 

recycling will be handled by ____________________(Name of Contractor).  Enclosed is a map 

of the parade route.  

 

Event website: _____________________.  The parade will start at _________(Hour) and 

the parade route will utilize the following: 

 

Street      Boundaries        

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 
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We have worked closely with the City of Phoenix Streets Department, Special Events 

Committee to minimize the impacts that will be felt during the event.  We want to thank 

you in advance for your cooperation, and we apologize for any inconvenience we may 

be causing you.  

 

If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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Exh. B.2 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The 

___________________(Name of your Walk/Run/Marathon) will be taking place on _________(Date). 

Due to your proximity to the __________ (Name of your Walk/Run/Marathon) route, we would like to 

make you aware of the event itself, and let you know that approval was granted by the 

City of Phoenix, Street Transportation Department to allow this event to take place on 

the city streets listed below.  We are thrilled to be guests in your neighborhood, and it is 

important to us that we are communicating clearly with you, the neighbors.  

 

Event Details:  

We will be loading in beginning at ______(Hour) on ______ (Date), and we will load out until 

______(Hour) on ______ (Date).  We will leave your neighborhood as we found it: litter and 

recycling will be handled by ____________________(Name of Contractor).  Enclosed is a map 

of the Walk/Run/Marathon route.  

 

Event website: ______________________.  The Walk/Run/Marathon will start at 

_________(Hour) and the Walk/Run/Marathon route will utilize the following: 

 

Street      Boundaries        

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 
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We have worked closely with the City of Phoenix Streets Department, Special Events 

Committee to minimize the impacts that will be felt during the event.  We want to thank 

you in advance for your cooperation, and we apologize for any inconvenience we may be 

causing you.  

 

If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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Exh. B.3 

 
 

OFFICIAL NOTIFICATION OF SPECIAL EVENT THAT MAY IMPACT YOUR NEIGHBORHOOD 

 

 

Date: ____________ 

 

Dear _____________:  

 

This is your notice of an exciting special event happening in your area!  The 

___________________(Name of your Event) will be taking place on _________(Date).  Due to 

your proximity to the __________ (Name of your Event) footprint, we would like to make you 

aware of the event itself, and let you know that approval was granted by the City of 

Phoenix, Street Transportation Department to allow this event to take place on the city 

streets listed below.  We are thrilled to be guests in your neighborhood, and it is 

important to us that we are communicating clearly with you, the neighbors.  

 

Event Description:  

• Event Hours are from ______________(Date and Time) to ______________(Date and Time).  

• We will be loading in beginning at ______(Hour) on ______(Date), and we will load out 

until ______(Hour) on ______(Date).  

• This event is ____________________(Ticketed event or Free to Public). 

• During the event hours, we expect between _______(Low # and High #) 

attendees________(Per day or Event date). 

• Event programming will include_______________________________(Description of 

programming – e.g. live music performance, food and beverage vendors, food trucks, vendor marketplace, 

fireworks). 

• We will have amplified sound __________________(Description of amplified sound – e.g. live 

music performances, public address, pre-recorded music) during the hours of 

______________(Start Time – Finish Time) on ________(Date). 

• Event Parking will include________________________________(Description – e.g. shuttle 

bus service, Valley METRO light rail, designated parking garage locations, rideshare).  

• We will leave your neighborhood as we found it: litter and recycling will be handled 

 by _________________________(Name of Contractor). 

• This event will utilize the following streets closures and/or restrictions. See the 

 enclosed event site map.         
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Street      Boundaries        

_______________                    ____________________________________ 

 _______________  ____________________________________  

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

_______________            ____________________________________ 

 

For more information on this event, please visit:__________________ (Event website).  

 
We have worked closely with the City of Phoenix Streets Department Special Events 

Committee to minimize the impacts that will be felt during this event.  Our goal is to 

create an enjoyable and positive experience.  We want to thank you in advance for your 

cooperation, and we apologize for any inconvenience we may be causing you.  

 

If you have any further questions about the impacts of this event, my contact information 

is listed below.  You can also obtain information by calling the City of Phoenix, Street 

Transportation Department, at (602) 262-6235 during regular business hours: Mon-Fri., 

6:30 a.m. to 3:30 p.m. 

 

Thank you for your understanding! 

 

Sincerely, 

 

Contact Name: _________________________ 

Title: _________________________________ 

Organization Name: _____________________ 

Email: ________________________________ 

Phone: _______________________________ 
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EXHIBIT C 
 

 

OFFICIAL BUSINESS/RESIDENT NOTIFICATION 

ACKNOWLEDGMENT TRACKING FORM
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Exh. C 

 
[ INSERT EVENT LOGO] 

 
OFFICIAL ESTABLISHMENT / BUSINESS / RESIDENT NOTIFICATION ACKNOWLEDGMENT TRACKING FORM 

 

ESTABLISHMENT/BUSINESS/RESIDENT 

NAME 

ESTABLISHMENT/BUSINESS/RESIDENT 

ADDRESS 

CONTACT NAME CONTACT 

PHONE 

NUMBER 

(Owner/Responsible 

party) 

EMAIL ADDRESS DATE  

(notification 

provided) 

EXAMPLE: ABC TABS 50 W. TABS ST, PHOENIX, AZ 85003 Jane Doe 623-123-4567 JaneDoe@abctabs.com 4/3/19 
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EXHIBIT D 
 

 

EXAMPLE OF CERTIFICATE OF LIABILITY INSURANCE 

AND LIABILITY REQUIREMENTS 
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Exh. D  
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