
CITY OF PALOS HEIGHTS 

Special Event Permit Application Instructions 

Thank you for your interest in holding a special event in the City of Palos Heights. This packet contains the information 
needed to apply for a special event permit, as well as any other required permits related to your event.  The first 2 pages 
of this packet are to be kept by the event coordinator as a reference and include a checklist designed to help you 
determine which permits are required for your event and city contact information.  Coordinators of any/all events, which 
are not administered directly by the City, are required to fill out the Special Event Permit application form and submit it 
with the required document to the Palos Heights Administration Office at least 90 days prior to the event. It is strongly 
recommended that you meet with City staff to discuss your event and review the application process. 

Definition of a Special Event  
The City of Palos Heights defines a special event as follows and MUST be approved by City Council: 

1. All outdoor events held on city property, i.e. street, sidewalk, parks, etc., and/or deemed to significantly impact the
city or the nearby residential areas are considered special events.

2. An event that requests any of the following actions:
a. Events that require street closures (with the exception of block parties which require a different permit)
b. Events that require the closure of parking facilities and/or the use of city-owned property
c. Events that require the posting of “No Parking/Tow Zones”
d. Events that require use of other city resources or staffing beyond normal daily service levels.

Requirements and Conditions 
1. Alcoholic Beverages. A Special Event Liquor License from the City of Palos Heights and the State of Illinois is

required for the sale of any alcoholic beverages. All Special Event Liquor Licenses must be approved by the
Mayor/Liquor Commissioner, A copy of the license must be attached to the state license application which can be
downloaded at www.state.il.us/lcc.

2. Certificate of Insurance. A Certificate of Insurance naming the City of Palos Heights as an additional insured in
the general aggregate amount of $1,000,000 is required for events.  In addition, the event that is covered by the
insurance must be named on the certificate. Upon approval of the event registration, an original of the certificate
of insurance will be due 45 days prior to the event. The City of Palos Heights reserves the right to request
additional insurance for the event as deemed necessary by city staff and/or City Council.

3. Compliance with City Ordinances. The application shall comply with all applicable city ordinances, codes,
conditions, and requirements.

4. Compensation of City Staffing. Depending on the attendance and type of event, the City may require
personnel, including Police and/or Public Works at the event. All city personnel involved during the day(s) event
AND in the preparation and/or tear down and clean-up of the event will be charged back to the sponsoring
agency. The City shall determine the number of personnel necessary to ensure the safety of participants,
minimize the inconvenience to our residents and reduce public liability exposure to the sponsoring agency as well
as the City.  A deposit of 50% of the estimated bill is required when permit is approved. The balance will be billed
to the sponsoring agency within sixty (60) days after the completion of the event.

5. Fireworks.  Depending on the location of the event, either the Palos Heights Fire Protection District or the Palos
Fire Protection District must be contacted to secure a permit for the use of fireworks during a special event.

6. Food and Beverage Health Inspections. Food and beverages shall not be sold at an event unless approved by
the Cook County Department of Public Health. Inspections must be scheduled through the Building Department
by calling 361-1804.

7. Hold Harmless Agreement. The event organizer must sign a Hold Harmless Agreement agreeing to indemnify
the City of Palos Heights against any and all actions arising from, during, or as a result of the event.

8. Resident and/or Business Notification. For those events that require street closures or may cause disruption
for City of Palos Heights residences or businesses, it is the responsibility of the event organizer to notify the
affected parties by mail or hand delivery at least two weeks prior to the event. The City of Palos Heights shall
determine which parties are to be notified and the Palos Heights Administration Office will provide the event
organizer with a mailing list for the affected area.

9. Volunteers. Certain events may need to provide a minimum number of onsite volunteers to support the event. In
these instances, city staff will work with the event organizer to determine the number of volunteers required.

10. Rain Dates. No rain dates are allowed. If an event is cancelled due to inclement weather, permit fees or deposits
will not be refunded and any payments due for actual costs incurred by the city will not be waived.

http://www.state.il.us/lcc


11. Concealed Carry Gun Law. In accordance with Public Act 98-0063, enacted July 9, 2013, when the City issues a
permit for “any public gathering or special event conducted on property open to the public”, we must require the
sponsoring organization (permitee) to prohibit firearm possession and to post the required signs. This “public
gathering” prohibition does not apply to persons who must walk through the gathering in order to access his or her
residence, place of business, or vehicle.  Information and sign requirements can be found at
https://ccl4illinois.com/ccw/Public/Signage.aspx

The City of Palos Heights is not responsible for any accidents or damages to persons or property resulting from a 
special event. The event coordinator for the sponsoring organization is responsible for ensuring that the organization, 
event participants and spectators abide by all of the above conditions, ordinances, codes, and county, state or federal 
regulations which may apply to the event. 

Submitting the Special Event Permit Application and Fee.  Permit applications are due to the City of Palos 
Heights’ Administration Office a minimum of 90 days prior to the event. This allows city staff sufficient time to route the 
application to the proper departments to evaluate your request and provide a recommendation to the City Council for 
approval if required. Organizations which are not based in the City of Palos Heights are required to submit a non-
refundable application fee of $100.00. Upon approval and completion of your required permit(s), you will be notified by 
the city to arrange pick-up or mailing of your permit(s).   

Please submit your special event permit application and all required documents to: 

City of Palos Heights 
Administration Office 

Attn: Jan Tomaszewski
7607 W. College Drive 

Palos Heights, IL 60463 
Phone: 708-361-1800 

Email: 
jtomaszewski@palosheights.org

Permit Fees:  Permit fees and deposits will be calculated by city staff and payable upon pick-up of your event 
permit(s), or you can arrange to pay by mail.  
Checks should be made payable to the City of Palos Heights. Please note the name of your event on the check. 

Applicable Fees: Special Event Permit 
Health Inspections 
Tent Permit 
Sign Permit 
Deposit if required 

Application Check List 

Use this list to ensure you have included the required supporting documentation with your special event permit 
application. Activities not included/listed on the application will NOT be allowed. 

Documents that MUST be submitted: 

 Special Event Permit Application filled out in its entirety.

 Site Plan and/or City Approved Route Map

 Hold Harmless Agreement

 Upon approval of permit, an original copy of the Certificate of Insurance listing the City of Palos Heights as an
additional insured in the amount required by the city.

Documents that MAY be required to submit: 

 Special Event Liquor License

 Raffle License

 Tent Permit

 Sign Permit

 Food Vendor Permit

https://ccl4illinois.com/ccw/Public/Signage.aspx
mailto:mcarey@palosheights.org


CITY OF PALOS HEIGHTS 

Special Event Permit Application 

THIS FORM MUST BE COMPLETED & SUBMITTED 90 DAYS PRIOR TO THE EVENT 

GENERAL EVENT INFORMATION 

Name of Event:____________________________________________________________________________________ 

Type of Event: _____Parade  _____Walk/Run  _____Festival  _____Other 

Location of Event:__________________________________________________________________________________ 

Date(s) of Event:________________________Hours of Event:__________to__________Est. Attendance_____________ 

Event website:_____________________________________________________________________________________ 

Purpose of the Event:_______________________________________________________________________________ 

Name of sponsoring organization:______________________________________________Not-for-Profit:  Yes  No 

Contact person from sponsoring organization:____________________________________________________________ 

Organizer address:_________________________________________________________________________________ 

City, State, Zip:____________________________________________________________________________________ 

Primary Phone:_____________________Cell Phone:____________________Email:_____________________________ 

Is this an annual event:  Yes  No 

If this is an annual event, please note any problems and/or incidents that have occurred in past years and explain how 
problem has been solved:____________________________________________________________________________ 

_________________________________________________________________________________________________ 

ACTIVITIES OR ATTRACTIONS NOT LISTED ON THIS APPLICATION WILL NOT BE ALLOWED 

Will your event require the use of tents?  Yes  No  
If yes, you must submit a Tent Permit Application included in this packet. 

Will there be amusement rides, inflatable devices, or other attractions/activities at the event:  Yes    No 
If yes, you must contact the Building Department at 708-361-1806 to inquire about inspection requirements. 

Will you be serving alcohol at the event?  Yes  No 
If yes, you must submit a letter to the Mayor/Liquor Commissioner requesting to sell alcohol at the event.. 

Will you be holding a raffle at your event?  Yes  No 
If yes, you must submit a Raffle License Application 

Are you planning to put up signs to promote your event?  Yes  No 
If yes, you must submit a Temporary Sign Permit Application included in this packet. 

Will you be serving food at your event?   Yes  No If yes, the number of vendors:_______________ 
Note: a list of food vendors must be turned into the Building Department30 days prior to your event. All food 

vendors are required to meet the standards put forth by the Cook County Department of Public Health. 

Does your event require use of city sidewalks?  Yes  No 



Are you requesting the use of any other city-owned property, i.e. parking lots, etc.?  Yes    No
If yes, please indicate the property that you are requesting to use: 

_________________________________________________________________________________________________ 

Are you requesting street closings?  Yes  No 
If yes, please fill in the following information or submit a city approved route map with this application. 

STREET FROM TO DATES TIMES 

SITE PLAN 
If applicable, please use the space below to illustrate the layout for your event or attach a site plan to the application. The 
site plan must include the following: 

_____Location of food vendors (FV) _____Location of fire lane (FL) 
_____Location of beverage vendors (BV) _____Location of fire extinguishers (FE) 
_____Location of toilets/port-a-potty (T)  _____Location of First Aid (FA) 
_____Location of hand washing sinks (HWS) _____Location of garbage receptacles (G) 
_____Location of retail merchants (RM)  _____Location of sound stages/amplifiers (S) 
_____Location and number of barricades (B) _____Location of residential streets surrounding event 
_____Location of amusement rides/activities (A) 



HOLD HARMLESS RELEASE 

The applicant agrees that it will indemnify, hold harmless and defend the City of Palos Heights, its agents, officials, and 
employees, for and against all injuries, deaths, losses, damages, claims, suits, liabilities, judgments, costs and expenses, 
Including reasonable attorney fees, arising from or in any way related to the organizer’s event. 

I have the authority from my organization to sign and submit this application on their behalf. I 
agree to inform the City of Palos Heights of any changes in the application at least 45 days 
prior to the event. I agree to the terms and conditions listed above 

_______________________________________ ________________________________ 
Signature of Organizer  Date 

Signed and sworn before me this________day of ____________________, 20_______. 

________________________________________ 
Notary Public (Notary Stamp) 

All applications must be signed and notarized. 

After submitting all forms, your application will be reviewed by the City of Palos Heights. All departments that will be 
involved in providing services or permits for the event will be notified. The City will notify you if/when the event has been 
approved.  

Please do not assume that all aspects of the event will be approved. You may be asked to make some changes to 
your plan based on the availability of services and scheduling of other events. 

The City of Palos Heights reserves the right to cancel any event at any time for reasons deemed necessary. 

Mail, Email, or Hand Deliver Completed Applications to: 
City of Palos Heights 
Administration Office 

Attn:  Jan Tomaszewski
7607 W. College Drive 

Palos Heights, IL 60463 
Phone: 708-361-1800 

Email: jtomaszewski@palosheights.org

Office Use Only 

Date Received______________     Date Approved/Denied_______________ Date Applicant Notified______________ 

Routing: 

_____Police Department   _____Public Works Department   _____Building Department Other:____________________ 

_____License, Permits & Franchise Committee  Meeting Date:___________________ 

_____City Council of Palos Heights   Meeting Date:___________________ 

mailto:mcarey@palosheights.org





























