
 

  

 

   Town of Payson Special Event 
  Application 

Please complete and return these forms to Payson Parks and Recreation at least 60 days prior to the event. 
Electronic versions may be sent to: khenning@paysonaz.gov 

Please call for further assistance: 928-472-5110 
 

 

Sponsoring Organization/Business/Individual:          
  Phone #:   Email:                                                                                                           
Mailing address:    
Tax # (If applicable):          Is the organization a non-profit?                       

              

Event name:               Annual event:  Yes         No  

Date(s) of event: Start date&time:                           AM / PM   End date&time:                                            AM / PM 

Set-up date&time:                                          AM / PM       Tear down date&time:                                            AM / PM    

Is the event open to the public?          Yes        No             Anticipated attendance:                       

Event location:    
For events on private property, owned by other than the sponsoring party, a letter of permission from owner must be attached to 
event application. Please note that this application does not override any rules or regulations of the property owner or HOA. 

 

Insurance company*:   Policy No.:    
*A certificate of insurance and endorsement letter with the Town of Payson listed as additionally insured is required for events. 

 
Will the event be benefiting a non-profit organization*:    
Please list any sponsors:    

                                                                                                                                                                                                                        

Event Activities: Detailed description of the event/festival (size, location, and activities will determine if other Town 
departments may be involved in the review/approval process) 

 
 

Amplified Music (list DJ/Band/s):  Entertainment (list):    

Rides (list company):  Inflatables (list company):    

Petting Zoo (list company):  Signs / Banners (Where?):     

Is the event a parade, run, or other event utilizing city streets (describe area affected):   

                                                                                                           

Are you charging fees for the event (admission, parking, etc.)?            Yes       No  
If there are event fees, please give a detailed list of fees:                                                                                                                                                                                         
 
 
 
 
 

mailto:khenning@paysonaz.gov


 

Facilities & Streets: Please  circle  the facility/facilities and/or list the space requested: 
*If applicable, include further information, public streets, and areas impacted in “Other” below 
 

Green Valley Park 
Stage and Bowl area 
Ramada/s 1-4:                                                
Open Space area/s:                                        
Parking Lot area/s:                                            
Lake 3 (Main lake) 
 

Rumsey Park 
Ramada/s 1-6:                                                
Open Space area/s:                                        
Ballfield/s 1-5:                                               
Parking Lot area/s:                                        
Courts: Tennis, Volleyball, Basketball, 
Bocce Ball, Pickleball 
Dog Park 
Skate Park 

Multi-Event Center 
Full Facility 
Main Arena 
Practice Arena 
Parking Lot 
 

*Per Town Ordinance 93.40, all reservable areas are listed above 

Other (areas not listed – approved by Director on a case-by-case basis):                                                                                                              
     

                                                                                                                                                                                                                              
Vendors - Equipment - Services: 

Will the event include vendors/booths?          Yes           No  

All vendor documents must be turned in to Parks and Recreation or they will not be allowed at the event.  Initial:                    

*All vendors must have a valid Town business license and certificate of insurance with an endorsement letter prior to the event & 

food vendors must meet all Gila County Health Codes as well as Payson Fire and Medical inspection requirements. 
                                                                                                                                                                                                                                                                                                                                                                                                                                                       

Event Planning: Please attach an event site plan/map to this application including streets, entrances & exits, parking, 
emergency access, tent locations, alcohol/food area and music/DJ area, etc. 

Please list your plans for marketing the event (including social media sites & hashtags): 
 

Please list your plans for security (this item may be required to have a supplemental Safety/Security Plan): 
 

Please list your plans for medical services / first aid: 
 
Please list your plans for clean-up during and after the event: 
 
Please list your plans for restrooms if anticipating high attendance: 
 

  Please list your plans for electricity and water (Need specific requirements before approved): 
 

Please list your plans for parking: 

Please list your plans to control dust at the event: 
 

 

 



Alcohol: Will there be alcohol at the event? * If yes, please mark AND describe in the space below:    
  

                    Sold                                                              Allowed                                                            Provided 

 

 
*If alcohol is being sold, a valid state liquor license is required. Applications for special event liquor licenses, or an extension of premises must be 
submitted to the Town clerk’s office at least 30 business days prior to the event. Note: If alcohol is not being sold, but is being provided or allowed, a 
Parks & Recreation Alcohol Permit is required for all events held at a Town Facility. (Limited facilities allow alcohol). 

 
 

 

I certify that the statements made in this application are true and complete to the best of my knowledge. I further understand that this 
application is not final until all event required documents are completed by myself, the responsible party. This form is recommended 
to be submitted AT LEAST 30 days prior to the event; however, some activities and resources may require additional lead time in 
order to be approved. 

 
 

Applicant’s Printed Name  
 
 

Applicant’s Signature Date

Site Plan Drawing (or attach a separate sheet/site plan) 



Example of Certificate of Insurance Part 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Endorsement Letter Part 2 
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