
CITY OF CANNON BEACH 

 

PO Box 368 Cannon Beach, Oregon 97110 • (503) 436-1581 • TTY (503) 436-8097 • FAX (503) 436-2050  
www.ci.cannon-beach.or.us • cityhall@ci.cannon-beach.or.us 

 
Meeting: Tourism and Arts Commission 
Date: Tuesday, March 21, 2023 
Time: 1:00 pm 
Location: City Hall Council Chambers 

 
Call Meeting to Order 
 

(1) Review FY 23-24 Cycle Application Packet 
 

(2) FY 22-23 Mid-Term Eval Review 
 

(3) Good of the Order 
 

 
Good of the Order 
 
Adjournment 

 
To join from your computer, tablet or smartphone  
Join Zoom Meeting 
https://us02web.zoom.us/j/82412729340?pwd=S0hkN3ovRDl4elMzU3lzUHVERXo5Zz09 
Meeting ID: 824 1272 9340 
Password: 933676 
 
To join from your phone:  
Phone: 1.669.900.6833 
Meeting ID: 824 1272 9340 
Password: 933676 
 
View Our Live Stream: View our Live Stream on YouTube!  
 
Please note that agenda items may not be considered in the exact order listed, and any times shown are 
tentative and approximate. Documents for the record may be submitted to the City Manager prior to 
the meeting by email, fax, mail, or in person. The meeting is accessible to the disabled. For questions 
about the agenda, or if you need special accommodations pursuant to the Americans with Disabilities 
Act (ADA), please contact the City Manager at (503) 436.8050. 

 

Posted: 03/14/23 

https://us02web.zoom.us/j/82412729340?pwd=S0hkN3ovRDl4elMzU3lzUHVERXo5Zz09
https://www.youtube.com/channel/UC5FP-JQFUMYyMrUS1oLwRrA/live


3/14/2023 

Tourism and Arts Commission 
Administration of Tourism and Arts Fund (TAF) 

FY 2022-23 - FY 2023-24 
 

Date Activity 

February 2023 2022-23 2nd Qtr Disbursement to TAF recipients  
March 1, 2023 2022-23 Mid-Term Evaluation reminder emails sent to TAF recipients 

Mar 13, 2023 at 1pm 
 
 

TAC Meeting 
Elect Chair & Vice Chair – completed at February meeting 
Review of Forms: Timeline, Application, Evaluation, and Criteria for 23-24 cycle 
 

March 15, 2023 2022-23 Mid-Term Evals due from TAF Grant Recipients 

March 17, 2023 2022-23 Mid-Term Evals copied for review 
March 21, 2023 Review Mid-Term Evals – finalize 23-24 packet 

April 5, 2023 FY 2023-24 TAF Grant Application packets available to applicants 

May 2023 2022-23 3rd Qtr Disbursement to TAF recipients  
June 7, 2023 5:00pm Deadline for FY 2023-24 TAF applications  
June 9, 2023 Packets with TAF Applications copied and available for TAC members to pick up 

at City Hall 
June 21, 2023 1:00 pm – 4:00 pm FY 2023-24 Applicant Interviews 
June 22, 2023 1:00 pm – 4:00 pm FY 2023-24 Applicant Interviews 

June 26, 2023 TAC meeting and legal review. TAC reviews TAF applications and prepares a 
recommendation for Council; verify 501(c)3, 501(c)6 - city attorney attends 
meeting 
 

June 30, 2023 2023-24 TAF recommendation due for the CC Packet 
July 11, 2023 2023-24 Present TAF Award Recommendation at CC work session 
July 30, 2023 2022-23 Final Evaluations due/copied for TAC Review (if not already received) 

August 1, 2023 Council Meeting; adoption of TAF recommendations on agenda. Notify recipients 
August 2-4, 2023 Prepare Agreements. Execute TAF Award Agreement with Applicants. 

August 2023 2022-23 4th Qtr Disbursements to TAF recipients  

TBD Review Final Evaluations of FY 2022-23 
Meet to discuss TAF guidelines, goals, suggestions, concerns 

 Reserved if needed 
November 2023 2023-24 1st Qtr Disbursement to TAF recipients  

 

FY 2022-23 Payments       FY 2022-23 items      FY 2023-24 items 



CITY OF CANNON BEACH 
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NOTICE  
 
 

ANNUAL INVITATION FOR  
TOURISM AND ARTS FUND (TAF) 

APPLICATIONS/REQUESTS 
   
Non-profit organizations providing programs/projects that further the arts while 
promoting tourism in Cannon Beach are invited to apply for TAF funding from 

the Tourism and Arts Commission of the City of Cannon Beach by filing an 
application with: 

 
City of Cannon Beach 

Tourism & Arts Commission 
P.O. Box 368 

Cannon Beach, OR 97110 
Attention:  Jennifer Barrett 

recorder@ci.cannon-beach.or.us 
 

Applications must be received at City Hall by  
5:00 pm, June 7, 2023 

 
Applications available now at 
www.ci.cannon-beach.or.us 

 
 
 

 
 
 
Posted: April 5, 2023 

mailto:recorder@ci.cannon-beach.or.us
http://www.ci.cannon-beach.or.us/


CITY OF CANNON BEACH 
 

 
City of Cannon Beach, P. O. Box 368, Cannon Beach, OR  97110 

 • (503) 436-1581 • FAX (503) 436-2050 •TTY: 503-436-8097 • www.ci.cannon-beach.or.us 

Application for Funding 
Tourism and Arts Fund (TAF)  

FY 2023-2024 
 
Dear Applicant, 
 
Since the funds you are requesting have rules, legal restrictions, as well as a desired purpose 
attached to them, you should make sure you have an understanding of what these are.   Please 
read the following handouts: 
 

1. TAC Guidelines 
2.  ORS 320.350  
3. Ordinances 10-06 and 15-01 

 
Now that you have read and understand the TAC Guidelines and Ordinance you should review 
the following forms that explain what you will be required to do in regards to your request for 
funds for your event or project:  
 

4. Tourism and Arts Fund (TAF) Application criteria, evaluation criteria, and checklist 
5. The TAF Award Agreement 
6. The TAF evaluation forms that you will turn in to us once your project has happened    

 
Now you are ready to fill out the actual application: 
 

7. TAF Application for Funding  
 
Please note: the City requires a Special Event Permit Application for the following:  

• Event with more than 50 people expected on either private or public property 
• Event to be held on City Property 
• Event to be held on Private Property, but may impact City 
• Event will impact public facilities or resources 

 
Completed applications should be sent to: 
 

Cannon Beach Tourism and Arts Commission, 
Attention: City Recorder 
P.O. Box 368  
Cannon Beach, OR 97110 
recorder@ci.cannon-beach.or.us (applications submitted by email must be in one attachment) 

 
Electronic copies of the application forms are available at www.ci.cannon-beach.or.us. All information 
must be submitted on 8 ½” x 11” paper, single sided.  No staples, and No colored documents please: 
these pages will not be copied in color.  Applications may be submitted via email. Applications 
submitted by email must be in one attachment. Applications will be considered time-stamped and 
received by the City when they are received in the email inbox listed above. It is the applicant’s 

http://www.ci.cannon-beach.or.us/
mailto:recorder@ci.cannon-beach.or.us
http://www.ci.cannon-beach.or.us/
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responsibility to ensure that their submittal is received prior to the stated submission deadline.  
Applications must be received at Cannon Beach City Hall by 5:00 p.m., June 7, 2023.  Applicant 
interviews will be held June 21st & 22nd from 1:00 pm - 4:00 pm. 
 
The Tourism and Arts Commission (TAC) will review applications for funding after the closing date of 
June 7, 2023 and will make recommendations to the City Council.  A final determination will be made 
within 75 days of the application closing date. Applicants will be notified by email of the Tourism and 
Arts Commission’s recommendation, after the recommendation has been approved by the City Council.  
Applicants will be required to sign the TAF Award Agreement prior to any funds being distributed, 
preferably within 14 days of their notification of award. The award check for the 1st Quarter funding 
will be disbursed on or about November 15th and then every 3 months after that.  
 
A Mid-Term evaluation will be due from each TAF recipient by March 15, 2023.  A Final Evaluation 
will be due within 30 days of either the completion of the event/activity/project/program, or the end of 
the City’s fiscal year (June 30, 2023).  Future ineligibility will result if evaluation forms are not received 
in timely manner. 
 

Please note the following 
 
In an effort to improve the metrics which we use to evaluate the progress and success of events 
requesting TAC funding, we have provided a scorecard for your use. This is a tool that you can use to 
provide the TAC committee with information that will help make better funding decisions. If you're able 
to utilize the entire scorecard that would be ideal, however, please use the sections that are most 
pertinent to you and your event. Please know that we will be using this scorecard to evaluate requests, so 
while the use of the scorecard is voluntary, this information is valuable to determine your award. The 
scorecard will be made available for download on the City of Cannon Beach website along with the 
application packet documents. Examples and suggestions will be provided for its use. Thank you in 
helping us to improve the TAC funding process for everyone. 
 

Example follows: 
Event Metrics Scorecard – ‘event name’ 
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 Application for TAC Funding 
 

Contact Information 

Event Contact Name __________________________________________________________  

Event Contact Email________________________________ 

Event Contact Phone __________________________     

Nonprofit Organization Name__________________________________________________________  

Nonprofit Tax ID #:          

Nonprofit Address_____________________________________________________________________ 

Nonprofit Telephone _______________________    Website (if applicable) ______________________ 

Name of Event ___________________________________________________________________ 

Date of Event ____________________________  Duration of Event _________________________ 

Amount of funding you are requesting   $ _______________________________________________ 

Amount of funding from TAC you were given last year $ ___________________________________ 

I acknowledged all COVID-19 restrictions in place at the time of the event must be met. ________ 

Would you be interested in using the former Cannon Beach Elementary School site for your event in the 
future?  _______ 
 

1)  What is the nature and purpose of your event?  (Please limit to 1 page or less) 
 
 

2)  Is this a new event or has it happened before?   With or Without TAC funds? 
 
 

3) How many room nights, (nightly stays at hotels, houses, RV) is your goal for this event?   
 
 

4) If this is a repeat event how many room nights did the event generate the previous year? 
 
 

5) Do you have a collaboration plan with the Chamber of Commerce or another non-profit or 
your own volunteers to do an accurate and credible survey of hospitality venues when your 
event is over, in order to determine how many overnight stays from people living more than 
50 miles away your event generated? 

 

Initial here 
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6) What is the total budget for your event?  Please attach a detailed budget to this application. 

 
 

7) What is the percentage of your budget you are asking for from TAC? 
 
 

8) If the funding requested is not for an event, how will it be used? 
 
 

9) Are you seeking other sources of funding? 
 

 
10) What is your marketing plan? 

 
 

11) What is the organizational structure of your people for this event?  (do you have a board of 
directors, volunteers) and what are their responsibilities?  In other words, do you have a well 
thought out plan of action to accomplish your event? 

 
 
12) Please describe how this event will enhance the arts and attract tourists to Cannon Beach. 
 
 
13)  Do you plan to do this event every year and if so, when do you feel it would no longer need 

TAC Funding and be self-sufficient if ever?  
 

** Make sure your event is in compliance with the requirements of ORS 320.350 
     
Acknowledgment 
 
I understand that, should TAF funding be awarded to me by the City of Cannon Beach, I will be 
expected to sign a TAF Award Agreement and complete a summary report and evaluation (form 
provided by the City) within thirty (30) days of completion of the project/event/program, or the end of 
the fiscal year, whichever occurs first.  Further, I understand that I will be expected to provide a Mid-
Term Evaluation by March 15, 2023.   
 
By signing this application, I certify that the facts, figures, and representations made in this application 
are true and correct, that I am an authorized representative of the organization listed on this application, 
and that this application is made with the authorization and approval of the organization’s Board of 
Directors. 
 
 
_____________________________________                    _______________________________ 
Signature       Date 
 
_________________________________________ 
Print Name and Title 
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Tourism and Arts Fund (TAF) Application  
Criteria and Checklist 

FY 2023-2024 
Application Criteria  
 
The following criteria will be used by the Tourism and Arts Commission (TAC) to evaluate applications 
for TAF awards:   
 
1. Applicants must be a qualified tax-exempt organization. 
 
2.  Priority will be given for events within Cannon Beach during the shoulder and winter tourist season.  
Advertising or marketing of tourism related facilities, events, and projects (as defined in ORS 320.350 
and Ordinance 10-06) included as part of the TAF application for award shall be for facilities located 
within the City limits of Cannon Beach.  Funds for events or projects within 5 miles of the City limits of 
Cannon Beach may be considered. 
 
3.  All event promotional materials must specifically recognize the City of Cannon Beach’s Tourism and 
Arts Commission (TAC) and the Tourism and Arts Fund (TAF). 
 
4.  Applications must be complete and received by the deadline advertised. 
 
5.  Applicant agrees to provide the City with an evaluation of the program/event/project within 30 days 
of completion of the program/event/project, or the end of the fiscal year, whichever occurs first.  
Evaluation must include a description of the events and services, audience, number of participants, and a 
final financial statement showing line-item income and expenses for the project, with supporting 
documentation attached. Empirical evidence of “heads in beds” or tourists that traveled more than 50 
miles. 
 
6. Applicant understands that a Mid-Term Evaluation is required to be submitted by March 15, 2023.  
 
7. Applicant understands that a TAF Award Agreement must be signed by the Applicant prior to receipt 
of any TAF award disbursements.  
 
8. The TAC reserves the right to recommend to the City Council reimbursement from any organization 
who has received TAF awards and misrepresented their application or has not utilized the award funds 
in a manner consistent with their application. 
 
9. Former TAF recipients who have not submitted a completed evaluation will not be considered for 
future TAF awards. 
 
10. Applicant understands that a City Permitted Event Application may be required if any City property 
(park, street, sidewalk etc) will be utilized for the event.  
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Evaluation Criteria 
 
The applicant will be further considered for funding and ranked based on the following criteria: 
 
1)  Does the project comply with ORS 320.350 and Ordinance 10-06? 
 
2)  What is the economic impact on the City?  Will it attract overnight tourists or bring tourists to the 

City from a distance of more than 50 miles? 
 
3)  Does the project enhance the arts or tourism in Cannon Beach? 
 
4) Is the project feasible? 
 
5) Does the program/event take place during the shoulder or winter tourist season? 
 
6)  What resources are available to the applicant and what is the total budget for the project? 
 
 
 
 
 

Application Checklist and Receipt for TAF Funding Request 
 

Please acknowledge receipt of the following documents by initialing each item. 
 
 
  Receipt of Ordinance 10-06 
 
______ Receipt of Ordinance 15-01 
 
  Receipt of ORS 320.350 
 
  Receipt of Tourism and Arts Commission (TAC) 2013 Guidelines 
 
  Receipt of Tourism and Arts Funding (TAF) Award Agreement 
 
______ Receipt of City Permitted Event Application 
 
______ Receipt of W-9 form  
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Please initial to verify that the following items have been included in the TAF application 
submittal. 
 
  Completed application form, signed by an authorized representative of the organization 
 
  Copy of Board of Directors list 
 
  A copy of organization's IRS statement as evidence of 501(c)3 or 501(c)6 status, or  
  evidence of other non-profit status, and date organization was formed 
 
  A line-item budget for proposed program/project 
 
  A copy of line-item organizational budget for the current fiscal year 
 
  A financial statement for the most recent fiscal year 
 
  Evaluation for last TAF award received, if applicable 
 
______ W-9 for City of Cannon Beach Finance Department (if applying for the first time) 
 
______ Special Event Permit Application must be approved prior to the event for the following:  

 Event with more than 50 people expected on either private or public property 
 Event to be held on City Property 
 Event to be held on Private Property, but may impact City 
 Event will impact public facilities or resources 

 
______ Metrics Addendum   
 
______ Initialed copy of this Application Checklist and Receipt 
 
  All information is on white 8 ½” x 11” sized paper, single sided, and black ink only. 
 
 
   Please type or print.  Use additional sheets as necessary. 



Revised March 5, 2013 

 

CITY OF CANNON BEACH (CITY) 

TOURISM AND ARTS COMMISSION (TAC)  

GUIDELINES FOR ADMINISTRATION OF TOURISM AND ARTS FUND (TAF)  
 

 

I. PURPOSE:   

 

The purpose of the Tourism and Arts Commission is to see that expenditures from the TAF are used to 

attract tourists (per the definition of “tourist” in ORS 320.350) to the City through efforts directly related 

to marketing and enhancing the Arts in Cannon Beach.  The TAF proceeds must be utilized in such a 

manner as to contribute to the development and improvement of the local economy through the 

enhancement, expansion, support and promotion of tourism and the arts. 

 

II.  GENERAL GUIDELINES:  

 

a)  Priority will be given to grant applicants that demonstrate an effort to generate overnight tourists, 

tourists traveling more than 50 miles from their community of residence, and collaboration with various 

local businesses and/or non-profit organizations through strategic partnerships to leverage TAF 

resources being sought. 

 

b)  Use of TAF resources may include but is not limited to: personnel, special events, signage, 

attractions, owner-occupied facility development, promotional materials and advertising which furthers 

tourism in the City, specifically overnight tourists and tourists traveling from more than 50 miles from 

their community of residence, directly benefiting the local economy, the arts and culture, and the image 

of the City. 

 

c)  Funding for special events is limited to personnel, activities, events, program development or 

marketing strategies for ongoing events that can be directly related to generating overnight tourists or 

tourists traveling from more than 50 miles to Cannon Beach, or an annual event with introduction of 

new or expanded attractions or to sustain an already existing event that meets the above mentioned 

mission. 

 

III.  TIMELINES:   

 

a)  Applications and grant guidelines will be available at City Hall by the first Wednesday in March of 

each year.  The application closing date is the first Wednesday of May and completed applications must 

be postmarked or hand delivered to City Hall by that date.  The review of applications by the TAC will 

begin after the closing date and awards will be made within 75 days of the closing date.  

 

b)  At the discretion of the TAC, the annual process may include a second application cycle for new 

projects and programs if funding is available in an amount not to exceed 10% of the budgeted estimate.  

 

IV.  DETERMINATION PROCEDURE AND APPLICATION 

 

a)  The TAC will determine the amounts distributed to each organization based on the application. A 

recipient organization must be a 501(c)3, 501(c)6 or other non profit entity.  Proposed uses of TAF grant 

funds must comply with all current City ordinances and ORS 320.350. 

 

b)  Each application must provide an analysis of the scope, duration, sustainability (if applicable to the 

project) and potential economic impact on the City.  Annual events should demonstrate an effort to 

achieve future financial stability and sustainability. 
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c)  Each application must include a description of the project, the target market, the advertising and 

promotion plan and the evaluation process including how use of the funds is tied to generating tourists 

and promoting the Arts. 

 

d)  Consideration will be given to projects and programs that are unique, collaborative in nature and 

consistent with the qualities of Cannon Beach. 

 

e) Applications will also be judged very carefully on how well the applicant can quantify the number of 

hotel rooms booked and how many tourists traveled more than 50 miles from their residence as a 

direct result of the event, in order to comply with the statute. 

 

f)  Annual applications should also include the following:  letter from the IRS granting tax-exempt 

status; board of directors list; detailed project budget depicting both revenues and expenses for each 

applicable year (if ensuing years contain different budget than the first year); organization's budget for 

current year; financial statement for most recently completed fiscal year; and a completed and signed 

application form. 

 

g)  An organization may be denied a TAF award if previously awarded TAF projects have not complied 

with TAF procedures and guidelines including lack of filing a financial report and/or program 

evaluation. 

 

V.  DISTRIBUTION SCHEDULE AND PROJECT EVALUATIONS 

 

a)  Mid-term and final project evaluations will be required including financial and program information 

and results.  The mid-term evaluation is due March 15 of the fiscal year in which the distributions are 

made.  The final project evaluation is due within 30 days of either the completion of the event or end of 

the City's fiscal year, whichever occurs first. 

 

b)  The TAF awards will be distributed on a quarterly basis with the first distribution made by 

November 15th of each City fiscal year and every 3 months thereafter. 

 

c)  While it is the general goal of the TAC to make the annual awards equal to the total amount 

estimated to be deposited in the TAF, the TAC reserves the right to withhold excess funds.  Monies 

collected in excess of the amount budgeted for grants will be held in reserve and may be used to 1) 

provide a fund surplus at the end of the fiscal year, 2) cover any future shortfall of the Transient Lodging 

Tax or 3) support such additional activities and programs recommended by the TAC. 

 

VI. PROJECT REQUIREMENTS  

 

a)  Applicants must be a qualified tax exempt organization. 

 

b)  Priority will be given for events within Cannon Beach during the shoulder and winter tourist season 

defined as September through June. Advertising or marketing of tourism related facilities, events, and 

projects (as defined in ORS 320.350) included as part of the TAF funding request shall be for facilities, 

events, and projects located within the City limits of Cannon Beach.  Funds for events or projects within 

5 miles of the City limits of Cannon Beach may be considered. 

 

c)  All event promotional materials must specifically recognize the City of Cannon Beach’s Tourism and 

Arts Commission (TAC) and Tourism and Arts Fund (TAF). 
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d)  The TAC reserves the right to recommend to the City Council reimbursement from any organization 

who has received TAF funds and misrepresented their application or has not utilized the funds in a 

manner consistent with their application. 

 

VII.  EVALUATION CRITERIA 

 

The applicant will be further considered for funding and ranked based on the following criteria: 

 

a)  Does the project comply with ORS 320.350 and local ordinances? 

 

b)  What is the economic impact on the City?  Will it attract overnight tourists or tourists traveling more 

than 50 miles from their community of residence?  

 

c)   Does the project enhance the arts or tourism in Cannon Beach? 

 

d)  Is the project feasible? 

 

e)  What resources are available to the applicant and what is the total budget for the project? 

 

 

All questions should be directed to: City Manager, P.O. Box 368, Cannon Beach, Oregon  97110. 
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City of Cannon Beach 

Tourism and Arts Funding (TAF) Award Agreement 

 

I.  TAF Project Title:                                                           

 

TAF Recipient:                                                        

 

Execution of this document by authorized city officials constitutes a legal agreement between the 

City of Cannon Beach (City) and                          (TAF Recipient or Recipient).   

 

The TAF Award project is                                           

 

The TAF Award description is                                

  

This Agreement incorporates by reference the TAF Recipient’s application for a Tourism and Art 

Funding submitted to the City of Cannon Beach, through the Tourism and Arts Commission, dated                              

, and attached hereto as Exhibit A.   

 

The Cannon Beach City Council approved an award of $                     (TAF Funds) of the $              

requested.   

 

The TAF Recipient’s assurances are part of the consideration for all financial assistance given by the 

City.  The City shall have the right to seek judicial enforcement of these assurances, which are 

binding on the Recipient, its successors, transferees, and assignees.   

 

II. TAF Recipient Responsibilities. The Recipient warrants and assures as follows: 

 

1. That it is a recognized nonprofit tax exempt organization under IRS 501(c)3 or 501(c)6 with 

authority in its bylaws to undertake activities including the TAF project. 

 

2.  That it possesses legal authority to accept the financial award.  A resolution, motion or 

similar action has been duly adopted by the recipient’s governing body, authorizing the 

application and identifying an official (nonprofit chairperson) authorized to act in connection 

with the application.   

 

3. That funds paid by the City shall be expended only for the TAF project set out above.  The 

Recipient shall comply with the audit and reporting requirements established by the City’s 

Tourism and Arts Commission. 

 

4. That all records required by audit guidelines shall be kept for seven (7) years and be available 

to the City, the Secretary of State of the State of Oregon and their authorized agents or 

auditors upon request. 

 

5. That Recipient shall comply with all applicable laws and regulations associated with the 

spending of such Tourism and Arts (TAF) Funds, including but not limited to ORS 320.300 
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to ORS 320.350, City of Cannon Beach City Council approved TAF Guidelines, and City of 

Cannon Beach Ordinance 10-06.  

 

6. That all funds must be spent and the project finished by the date specified in the TAF 

Application.  Any changes to the project completion dates, or extensions, must be submitted 

to the Tourism and Arts Commission through a formal, written request by the TAF Applicant 

to the Tourism and Arts Commission for authorization.   

 

7. That Mid-Term Evaluations must be received by City no later than March 15th.   

 

8. That Final Evaluations must be received by City within thirty (30) days after the project 

completion or thirty (30) days after the city fiscal year, whichever comes first, in order for 

the application to remain in compliance. 

 

9. That Recipient shall submit progress reports and/or other documentation associated with the 

TAF award to the Tourism and Arts Commission as requested. 

 

10.  That any TAF Award funds not used on the project be immediately returned to the City upon 

project completion.    

 

11. That if at any time after City remits funds under Section III, Recipient determines it is not 

able or willing to pursue or complete the TAF award project, without any notice required of 

City, Recipient shall immediately return to City all TAF Funds not yet expended along with 

an accounting of all expended and unexpended TAF Funds.   

 

12. That all information submitted to City, including but not limited to Recipient’s TAF 

application and evaluations, is public record and subject to disclosure as allowed by law 

under ORS Chapter 192. 

 

III.  City Responsibilities. The City warrants as follows: 

 

1. After execution of this Agreement, the City will release to the Recipient on a quarterly basis 

the authorized percentage of the TAF Funds approved in the award.  

 

2. The quarterly distributions will be made in the following months: November, February, May, 

and August. 

 

3. The amount of Tourism and Arts funds to be used to pay said award is entirely dependent 

upon the amount of lodging tax the City collects each quarter. Thereby, if there is a 

significant decrease in lodging tax collected, the Recipient’s TAF award will be decreased as 

a result.   
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IV. General Provisions 

 

1. This Agreement may be terminated at any time by mutual consent of both parties. 

 

2. The City may terminate this Agreement effective upon delivery of written notice to the 

Recipient if there is a change in federal, state or local laws, rules, regulations or guidelines 

rendering the TAF project ineligible for funding.    

 

3. The City, by written notice to Recipient, may terminate the whole or any part of this 

Agreement if any of the following occurs: 

 

 a. Recipient defaults in the performance of any of its warranties or agreements 

contained herein or in the application; or 

 

 b. Any representation made by the Recipient in the application, budget, or any other 

documents or reports relied upon by the City in awarding the TAF award or as used to 

measure progress on the project and by the Recipient, are untrue in any material respect. 

 

4. If this Agreement it terminated for any reason, Recipient shall immediately return to City all 

TAF Funds not yet expended along with an accounting of all expended and unexpended TAF 

Funds.   

 

5. No failure on the part of the City to exercise any right, power, or privilege under this 

Agreement shall constitute a waiver, nor shall any single or partial exercise preclude any 

other or further exercise of any such right, power, or privilege under this Agreement. 

 

6. All notices, requests, demands, and other communication to or upon the parties shall be in 

writing and shall be deemed to have been duly given or made when deposited in the US mail, 

addressed to the parties at the addresses below or such other address of which a party shall 

have notified in writing the other party. 

 

If to the City:     If to the Recipient: 

 

City Manager     Name:  

City of Cannon Beach    Address: 

P.O. Box 368     PO Box  

163 E. Gower      

Cannon Beach, OR  97110   Cannon Beach, OR 97110 

Phone (503) 436-8050   Phone (___) _____-_________ 

Fax (503) 436-8041     

TYY (503) 436-8097     

 

7. This Agreement may not be waived or altered without written consent of both parties. 

 

8.  The prevailing party in any dispute arising from the agreement shall be entitled to recover 

from the other reasonable attorney’s fees and costs. 
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9. TAF Award recipient shall, to the extent permitted by the Oregon Constitution, and 

applicable statutes, save and hold harmless the City and its officers, employees and agents 

from all claims, suits, or actions of whatsoever nature resulting from or arising out to the 

activities of the Recipient or its subcontractors, agents, volunteers or employees in 

connection with this Agreement.  This includes any claims pursuant to ORS 320.300 to ORS 

320.350. 

 

10. This Agreement constitutes the entire agreement between the parties.  There are no 

understandings, agreements or representations, oral or written, not specified herein regarding 

this agreement.  Any waiver or consent, if made, shall be effective only in the specific 

instance and for the specific purpose given. 

 

11. Recipient shall comply with all applicable federal, state and local laws, rules and regulations, 

including, but not limited to, the requirements concerning working hours, overtime, medical 

care, workers' compensation insurance, health care payments, payments to employees and 

subcontractors, income tax withholding contained in ORS Chapters 279A and 279B, the 

provisions of which are hereby made a part of this Agreement. 

 

Recipient, by execution of this Agreement, hereby acknowledges that the Recipient has read this 

agreement, understands it, and agrees to be bound by its terms and conditions. 

 

City of Cannon Beach: 

 

 

By: ______________________________________ 

 City Manager 

City of Cannon Beach, Oregon  

 

Date: _____________________________________ 

 

 

 

TAF Award Recipient: 

 

Signature: ________________________________________________________________ 

 

Print Name: _______________________________________________________________ 

 

Organization: ______________________________________________________________ 

 

Phone Number: ____________________________________________________________ 

 

Title: ____________________________________________________________________ 

 

Date: ____________________________________________________________________ 

 

Email: ___________________________________________________________________ 



CITY OF CANNON BEACH 

 

PO Box 368 Cannon Beach, Oregon 97110 • (503) 436-1581 • TTY (503) 436-8097 • FAX (503) 436-2050  

www.ci.cannon-beach.or.us • cityhall@ci.cannon-beach.or.us 

Tourism and Arts Fund Recipient Evaluation 

FY 2023-2024 

 Mid Term         Final       

All TAF recipients are required to complete an evaluation of the TAF-funded program/project to the City 

within 30 days of completion of the program/project, or the end of the fiscal year, whichever occurs 

first.   For ongoing program/projects, evaluations should be received prior to the submittal of a new TAF 

award request.  Please type or print.  Use additional 8 ½” x 11” sheets as necessary. 

Program/Project Title 

___________________________________________________________________________________ 

Evaluator Name/Position ______________________________  Date __________________________ 

1. Project/Program Summary 

a. Briefly describe your program/project as it was delivered. Empirical evidence of “heads 

in beds” or visitors that traveled more than 50 miles is mandatory.  Include definitive 

numbers of participants, audiences served, types of activities and events, etc. Include 

specifically, details on how the program/event/project furthered tourism and the arts in 

Cannon Beach. 

 

 

 

2.  Program/Project Evaluation 

a. Describe whether the program/project was successful and met the original 

program/event/project goals.  Include supporting documentation. 

 

 

 

b. Describe what could be done differently in the future to improve the 

program/event/project. 

 

 

 

3. Budget 

 

a. Briefly describe how the program/project did or did not meet its financial projections.   

 

b. Include a copy of the final program/project income and expenses, clearly showing the 

TAF award, on a line-item basis, with this evaluation.   
 











ORS 320.350 

320.350 Tax moratorium; exceptions; uses of revenues. (1) A unit of local government that 
did not impose a local transient lodging tax on July 1, 2003, may not impose a local transient 
lodging tax on or after July 2, 2003, unless the imposition of the local transient lodging tax was 
approved on or before July 1, 2003. 
      (2) A unit of local government that imposed a local transient lodging tax on July 1, 2003, 
may not increase the rate of the local transient lodging tax on or after July 2, 2003, to a rate that 
is greater than the rate in effect on July 1, 2003, unless the increase was approved on or before 
July 1, 2003. 
      (3) A unit of local government that imposed a local transient lodging tax on July 1, 2003, 
may not decrease the percentage of total local transient lodging tax revenues that are actually 
expended to fund tourism promotion or tourism-related facilities on or after July 2, 2003. A unit 
of local government that agreed, on or before July 1, 2003, to increase the percentage of total 
local transient lodging tax revenues that are to be expended to fund tourism promotion or 
tourism-related facilities, must increase the percentage as agreed. 
      (4) Notwithstanding subsections (1) and (2) of this section, a unit of local government that is 
financing debt with local transient lodging tax revenues on November 26, 2003, must continue to 
finance the debt until the retirement of the debt, including any refinancing of that debt. If the tax 
is not otherwise permitted under subsection (1) or (2) of this section, at the time of the debt 
retirement: 
      (a) The local transient lodging tax revenue that financed the debt shall be used as provided in 
subsection (5) of this section; or 
      (b) The unit of local government shall thereafter eliminate the new tax or increase in tax 
otherwise described in subsection (1) or (2) of this section. 
      (5) Subsections (1) and (2) of this section do not apply to a new or increased local transient 
lodging tax if all of the net revenue from the new or increased tax, following reductions 
attributed to collection reimbursement charges, is used consistently with subsection (6) of this 
section to: 
      (a) Fund tourism promotion or tourism-related facilities; 
      (b) Fund city or county services; or 
      (c) Finance or refinance the debt of tourism-related facilities and pay reasonable 
administrative costs incurred in financing or refinancing that debt, provided that: 
      (A) The net revenue may be used for administrative costs only if the unit of local government 
provides a collection reimbursement charge; and 
      (B) Upon retirement of the debt, the unit of local government reduces the tax by the amount 
by which the tax was increased to finance or refinance the debt. 
      (6) At least 70 percent of net revenue from a new or increased local transient lodging tax 
shall be used for the purposes described in subsection (5)(a) or (c) of this section. No more than 
30 percent of net revenue from a new or increased local transient lodging tax may be used for the 
purpose described in subsection (5)(b) of this section. 
      (7)(a)(A) A local transient lodging tax must be computed on the total retail price, including 
all charges other than taxes, paid by a person for occupancy of the transient lodging. 
      (B) The total retail price paid by a person for occupancy of transient lodging that is part of a 
travel package may be determined by reasonable and verifiable standards from books and 
records kept in the ordinary course of the transient lodging tax collector’s business. 
      (b) The tax shall be collected by the transient lodging tax collector that receives the 
consideration rendered for occupancy of the transient lodging. [2003 c.818 §11; 2013 c.610 §10] 
 



 

 

 

EVALUATION CRITERIA ADDENDUM 

Please provide the following data in simple line chart format for the past five years, if possible and provide estimated 
data for the upcoming year/event.   

When you open the “TAC Event Metrics excel spreadsheet, you will find 3 tabs: 
• Input-Attendee Data 
• Input-Financial Data 
• Results Scorecard 

You are only asked to insert your event’s information into the yellow cells of the two “input pages”.   All other cells are 
locked and will not accept data.   When you put your event’s data into the spreadsheet(s), the charts will automatically 
adjust to reflect your information.    

On the “Results Scorecard” page, please change the “Event Name” heading to reflect your information.  You do not 
input any data on the Results Scorecard page, as the charts on this page will also automatically adjust to display the data 
you added on the “Input” pages. 
 

Please print the “Results Scorecard” page and include this page as part of your submission packet. 

 

  

 
 



2019 2020 2021 2022 2023 2024E 2019 2020 2021 2022 2023 2024E 2019 2020 2021 2022 2023 2024E
Total Attendees 0 0 0 0 0 0 Returning Attendees 0 0 0 0 0 0 Attendees From > 50 mi 0 0 0 0 0 0

NOTE-Please input event data in the yellow cells
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2019 2020 2021 2022 2023 2024E Average Attendee Spend 2019 2020 2021 2022 2023 2024E
TAC Funding Requested -$              -$              -$              -$              -$              -$         Room Rental (Clatsop) 191$        202$          209$          215$          220$          227$        
TAC Funding Received -$              -$              -$              -$              -$              -$         Other Spending-est. 277$        280$          285$          288$          289$          291$        

Total 468$        482$          494$          503$          509$          518$        

Avg Attendee  Day Stays -           -             -             -             -             -           
Total Attendees 0 0 0 0 0 0
Total Day Stays -           -             -             -             -             -           

2019 2020 2021 2022 2023 2024E
Attendee Total Spend -$        -$           -$           -$           -$           -$        

2019 2020 2021 2022 2023 2024E
Marketing Expense -$              -$              -$              -$              -$              -$         

Total Attendees 0 0 0 0 0 0
Attendee Acquisition Cost #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!

NOTE-Please input event data in the yellow cells
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Events Metrics Scorecard-  EVENT NAME

0
0.2
0.4
0.6
0.8

1

2019 2020 2021 2022 2023 2024E

Total Attendees

0
0.2
0.4
0.6
0.8

1

2019 2020 2021 2022 2023 2024E

Returning Attendees

0
0.2
0.4
0.6
0.8

1

2019 2020 2021 2022 2023 2024E

Attendees From > 50 mi

 $-

 $0

 $0

 $1

 $1

 $1

2019 2020 2021 2022 2023 2024E

Attendee Acquisition Cost

 $-

 $0

 $0

 $1

 $1

 $1

2019 2020 2021 2022 2023 2024E

Attendee Total Spend

 $-

 $0

 $0

 $1

 $1

 $1

2019 2020 2021 2022 2023 2024E

TAC Funding

TAC Funding Requested TAC Funding Received











CANNON BEACH COMMUNITY DEVELOPMENT 
163 E. GOWER ST. 

PO BOX 368 
CANNON BEACH, OR 97110 

 

PHONE (503) 436-8040 • FAX (503) 436-2050 www.ci.cannon-beach.or.us • planning@ci.cannon-beach.or.us        6/11/2021 

CITY OF CANNON BEACH 
SPECIAL EVENT PERMIT APPLICATION 
 
Please fill out this form completely.  Please type or print.        Special Event Permit #:    
 
Applicant Name:          
Mailing Address:            
                                        
Email Address:             
Telephone:                       
Event Organizer Name:       _______   
 Telephone:            
 Email Address: ________________________________________ 
 
Special Event Information 
Special Event Name: ________________________________________ 
Description of Event: _____________________________________________________________ 
   _____________________________________________________________ 
   _____________________________________________________________ 
 
Number of expected participants: ___________ Number of last year’s participants: _______ 
Location/Event Address:        
Map No.:                                        Tax Lot No.:    _______ 
Date(s) of Event:  __________________________________ 
Time(s) of Event:  __________________________________ 
 
Type of Event 
□ Concert/Performance    □ Road or Bike Race/Walk 
□ Wedding/Reception    □ Parade/Procession 
□ Festival/Fair     □ Street/Block Party 
□ Car Show     □ Farmer/Street Market 
□ Other ______________________________ 
 
Private Property Special Event Threshold 
□ More than 50 people expected 
□ Event to be held completely on Private Property 
□ Complete pages 1-3 and submit 
 
Minor Special Event Threshold 
□ More than 50, but less than 200 people expected 
□ Event to be held on City Property 
□ Event to be held on Private Property, but may impact City 
□ Complete pages 1-3 and submit 
 
 

mailto:planning@ci.cannon-beach.or.us
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Major Special Event Threshold 
□ More than 200 people or street closure 
□ Event will impact public facilities or resources 
□ Complete Major Event Checklist and submit with application 
 

LIABILITY 
The applicant must be at least 21 years of age and must assume financial responsibility for payment of fees, set-
up and clean up, and any damages to equipment and/or property which may be incurred. Abuse of facilities or 
violation of regulations shall result in subsequent denial of use of parks/facilities. Applicant must provide 
adequate supervision of scheduled event. The City of Cannon Beach is not responsible for the security of 
personal items of the applicant or attendees/guests of the event. The City of Cannon Beach reserves the right to 
deny use of facilities to the applicant. Parking allowed only in designated area, unless other arrangements have 
been made. 

Conditions and Insurance 
• The permit holder shall be responsible for notifying all businesses and residents whose sole route for 

ingress and egress from their businesses or residences is affected by the street closures associated 
with the event. 

• The permit holder shall make the necessary arrangements with the Public Works Department for 
barricades, cones and/or street signs and shall remove the barricades at the conclusion of the 
event and return barricades to Public Works. 

• If using City property, the permit holder shall, at its expense, secure and keep in force for the 
duration of the event, general liability insurance in the amount of $2 million per occurrence/ $2 
million aggregated and pro- vide the City with a Certificate of Insurance naming the City as the 
Certificate Holder and an Additional Insured. 

• The laws of the City of Cannon Beach and State of Oregon must be observed, including, but not 
limited to, safety, litter, noise, alcohol, fire hazards and conduct. 

• The issuance of a City Event Permit does not obligate the City to provide municipal services, 
equipment or personnel thereof. Should the City provide municipal services, an estimate cost of the 
city- related services will be provided prior to the event. These costs may include expenses from 
Police Department and Public Works Department. By signing this permit, you agree to pay the City 
for any costs the City incurred due to your event. 

• The City of Cannon Beach will be held harmless from any claim for damage that might arise 
by reason(s) of the issuance of this permit. 

• This permit is valid for the above date(s) and time(s) only. A copy of the permit must be in the 
applicant's possession at the time of the event. 

• The City of Cannon Beach Police Department may revoke or modify this permit if the applicant fails 
to comply with the conditions of this permit or in an emergency or hazardous situation. 

 
WAIVER 

I, and/or the organization I represent understand that any violation of these agreements or City Code will result 
in forfeiture of event fee, immediate termination of event, and jeopardize future use of City of Cannon Beach’s 
facilities. User agrees to indemnify, defend, and save and hold City of Cannon Beach, its affiliates and their 
respective directors, officers, and employees, and agents of the City of Cannon Beach harmless from and against 
any claims (including without limitation, third party claims for personal injury or real or personal property 
damage), actions, administrative proceedings, judgments, damages, punitive damages, penalties, fines, cost, 
liabilities, (including sums paid in settlement of claims), interest, or losses, including reasonable attorney’s and 
paralegal’s fees and expenses (including without limitation, any such fees and expenses incurred in enforcing 
this agreement or City Code, or collecting any sums due hereunder, costs, consultants’ fees, together with all 
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other costs and expenses of any kind or nature that arise directly or indirectly from the use of the facilities by 
user. 
 
As a condition of use of the City of Cannon Beach’s facilities, the applicant agrees that it will not discriminate or 
permit discrimination at or in relation to applicant’s event against any person on the basis of race, color, creed, 
national origin, age gender or disability. 
 
Applicant Signature  ______________________________        Title  _____________________________ 
 
 
Business License# _____________________ 
 
Application Fees:   
Private Property Special Event Fee $50 
Minor Special Event Fee $100 
Major Special Event Fee $200 
Any use of City Facilities and Resources may add additional costs 
All official City functions and any registered 501(c)3 or 501(c6) non-profit are exempt from fees 
 
Applicant Signature:                                                                                            Date:                   
 
Property Owner Signature:                                                              Date:        
 
If the applicant is other than the owner, the owner hereby grants permission for the applicant to act on his/her 
behalf.  Please attach the name, address, phone number, and signature of any additional property owners. 
 

----------------------------------------------------------------------------------------------- 
 

PERMIT REVIEW (For Staff Use Only) 

The City Staff has reviewed this permit application and hereby recommends to the City Manager: 
 

Department Initials Date Reviewed Approval Status 
Public Works   □ Grant □ Deny 

Public Safety - Police   □ Grant □ Deny 

Emergency Manager   □ Grant □ Deny 

Public Safety - Fire   □ Grant □ Deny 

Community Development    □ Grant □ Deny 

Legal (Insurance Review) & 
Administrative 

   
□ Grant □ Deny 

Final Approval/Denial by City Manager or designee (circle) 
 
 
City Manager: Date:    
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Major Special Event Application Checklist 

 
 
Name of Event _________________________________________________________________ 
Responsible Person ‘onsite’ Day of Event _____________________ 
Cell Number Day of Event _____________________ 
Professional Organizer or Event Planner Hired by You to Produce this Event – Name/Company 
______________________________________________________________________________ 
Professional Organizer Address  
______________________________________________________________________________ 
Phone _____________________ 
Email _____________________ 
Name of Sponsoring Organization (if applicable) _____________________ 
Sponsoring Organization’s Address _____________________ 
Sponsoring Organization’s Tax ID Number  _____________________ 
Hours of Event _____________________ to _____________________ 
Set Up/Assembly Date & Time: _____________________ to _____________________ 
Phone Number/Website for Public Information _____________________ 
Describe the Event’s Community and/or Cultural Benefit:  
   _____________________________________________________________ 
   _____________________________________________________________ 
 
 
Will you be serving/selling food at your Event? □ Yes □ No If yes, how many vendors? ______________ 
Will you be serving/selling alcohol at your Event?  □ Yes □ No If yes, how many vendors? ______________ 
Will you be selling merchandise at your Event?  □ Yes □ No If yes, how many vendors? ______________ 
Will you be erecting tents over 100 square feet (10’ x 10’)?  □ Yes □ No If yes, please identify locations on Site 
Plan 
Will your Event require road or parking area closures?  □ Yes □ No If yes, please provide a route plan with 
your Site Plan and complete a Street Closure Request Form 
Will there be sound amplification?  □ Yes □ No If yes, please provide locations of all amplifiers on Site Plan 
Will you require electricity or generators?  □ Yes □ No If yes, please provide locations of all sources on Site 
Plan 
 
To ensure proper review of your event, it is required that you attach a site plan. Based on your event site plan 
and components, the Fire Department may require an inspection of your venue at your cost before or during the 
event.  
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Event Details 

Security/Safety 

Are you requesting City Police services? □ Yes □ No 

Will you be providing security personnel? □ Yes □ No 

Please describe your procedures for crowd control and internal security: 

________________________________________________________________________________________ 

Volunteers 

How many volunteers are working the event? ________________ 

If this is a Run/Walk/Bike event, or requires street closures, please refer to the Traffic Control Plan 

What will the volunteers wear to identify themselves as volunteers? Please provide a picture if possible. 

_________________________________________________________________________________________ 

 

Consent and Liability 

I, THE UNDERSIGNED, ACKNOWLEDGE AND UNDERSTAND THAT I AM RESPONSIBLE TO COMPLY WITH THE 
INFORMATION, RESTRICTIONS AND CONDITIONS OF THE PERMIT WHEN ISSUED. I HEREBY ACKNOWLEDGE 
RESPONSIBILITY FOR PENALTIES ASSOCIATED WITH NON-COMPLIANCE WITH THE PERMIT CONDITONS. 
WHETHER OR NOT I AM PRESENT AT THE TIME OF THE VIOLATION _______(INITIALS) 

I hereby certify the foregoing statements to be true and correct, and agree to defend, indemnify and hold 
harmless the City of Cannon Beach, its City Council, officers, agents, employees and volunteers from and against 
any and all loss, claims, damages, liability, such claim or suit arising from or in any manner connected to the 
requested activity. I also agree, if approved, to comply with all permit conditions, and understand that failure to 
comply with any condition, or any violation of law, may result in the immediate cancellation of the event, 
revocation of the permit, forfeiture of deposit, denial of future events, criminal prosecution and/or 
administrative citation(s), and/or finds. 

 

Print your Name _____________________________________  

Signature   ______________________________________  Date: ___________________ 

Please submit your completed form and all additional required materials to: 
City of Cannon Beach City Manager’s Office 
ATTN: City Manager Administrative Assistant 

163 E. Gower St. 
PO Box 368 

Cannon Beach, OR 97110 
Phone (503)  

 
 



PHONE (503) 436-8040 • FAX (503) 436-2050 www.ci.cannon-beach.or.us • planning@ci.cannon-beach.or.us 
6 

Site Plan 

INSTRUCTIONS: A detailed narrative is required. A map may also be submitted, but will not serve as a substitute 
to the written narrative. Hand drawn maps will not be accepted for required plans. Cannon Beach maps are 
available at www.ci.cannon-beach.or.us Other electronic mapping tools include Google Maps, PowerPoint files 
etc. If you need support in developing your plan, you can contact the city to schedule an appointment. 
 

Attach a Site Plan with the following items clearly shown if applicable:  

 An outline of the entire event venue, including the names of all streets or areas that are part of the venue  
 Location of all canopies, tents, and other temporary structures  
 Location and description of any amplified sound system, sound checks (time and date), musical 
entertainment (number of performers, type of music)  
 Location of and detailed description of any food vendors (FV), cooking area configurations, cooking methods 
(gas grills, propane etc.)  
 Location and description of any beverage vendors both non-alcoholic (NAB), alcoholic beverages/wine and  
beer gardens (AB) along with number of serving stations at each location  
 Location of any retail merchants/vendor booths (V)  
 Location of any large tents (over 100 sq. feet)  
 Location of any portable toilets (PT)  
 Location of any hand washing sinks (HWS)  
 Location of any generators, source of electricity, and details of any requirements (E)  
 Location of any public entrances and exits  
 Identification of all event components that meet accessibility standards (ADA)  
 Location of fencing, barriers and/or barricades  
 Location of any required fire lanes (FL)  
 Location of any First Aid stations (+)  
 Location of any fire extinguishers (FE)  
 Other related components not listed above (e.g. special equipment etc.)  
 Location of existing restroom and hand-washing City facilities, please include service schedule if required  
 Location of any garbage cans, dumpsters and recycling collection 
 If there will be food preparation, include provisions for disposing of cooking waste  
 Post-event clean up, recycling plans and garbage disposal 
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Site Plan Example 
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Traffic Control Plan  
 
To ensure proper review of your event, it is required that you attach a traffic control plan. Events that involve 
full/partial closure or blockage of City streets (parades, street closures and athletic events) to control traffic flow 
must also complete an Event Street and Sidewalk Use.  

INSTRUCTIONS: A detailed narrative is required. A map may also be submitted, but will not serve as a substitute 
to the written narrative. Hand drawn maps will not be accepted for required plans. Cannon Beach maps are 
available at www.ci.cannon-beach.or.us. Other electronic mapping tools include Google Maps, PowerPoint files 
etc.  

Attach a Traffic Control/Athletic Plan with the following items clearly shown if applicable:  

 Set-up/tear down times 
 Staging, loading and assembly areas (all). Please use a Site Plan to show staging area details.  
 All parking and shuttles 
 Certified Flaggers/Course Marshals/Police and volunteer locations 
 How the course(s) will be marked 
 Location of fire lane (FL) 
 Location of First Aid and/or medical personnel (+) 
 Traffic flow. Description of how traffic will be directed 
 Procedures for crowd control  

 
A Special Events Applicant Details 
B Private Property Event 
C Major Special Event Application 
D Site Plan Checklist & Plan 
E Traffic Control Checklist & Plan 
F Event Safety & Services Request 
G Consent & Liability Form 
H Fees & Signature Block 
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