Customer Guide to Special Events

CITY OF REDMOND – SPECIAL EVENTS PLANNING GUIDE

ABOUT THIS GUIDE
This guide is a resource to help you through permit processing for
your event in Redmond, WA. Every event is unique and through this
process the committee works with you to gain an understanding of
the full scope of your event.
Some events may require very little city oversight in staffing or
services, while others may require staffing from multiple City
departments. While we strive for this guide to be a comprehensive
resource, it is not intended to be used as a sole source of information.
We can help identify other available resources to help plan special
events.
Should you have any questions regarding the process or information
contained within this guide, please don’t hesitate to reach out to our
events team. We encourage you to reach out to our Special Events
Team with any questions or concerns, please contact our Special
Events Team at eventpermit@redmond.gov or by calling (425)
556-2342.

Contact Information
Lena Braylock
Events Program Assistant
425-556-2342
Brittany Pratt
Events and Engagement
Administrator
425-556-2315
Email:
EventPermit@redmond.gov
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TYPES OF PERMITS
1. Special Event Permit
A Special Event Permit authorizes the event and enables the City of Redmond to schedule
adequate services such as police, traffic control, or Emergency Medical Services (EMS) to support
the event. (All staffing costs are the responsibility of the applicant.)
“Special event” means any activity including, but not limited to a fair, festival,
concert, demonstration, rally, performance, show, parade, run/walk/cycle, or
other publicly attended activity, entertainment or celebration which is held in whole
or in part upon publicly owned property, streets, sidewalks, trails, walkways or on
other public rights-of-way, or if occurring on private property, will nevertheless
affect, impact or interfere with the standard, ordinary and normal use of public
property, streets, rights-of-way, walkways, or sidewalks by the general public
within the vicinity of such event and/or requires the use of city services.

RMC 10.62, Permits for special events.

2. Miscellaneous Use Permits
Miscellaneous Use Permits are required for non-traditional park activities occurring in Redmond
Parks. A “non-traditional park activity” is any activity or gathering that is not permitted by current
regulations. Some examples include; large group gatherings, running events that remain inside a
park, facilities that cannot be rented through our established rental programs, and using a metaldetector in a park.
The application review process for Miscellaneous Use Permits depends on the scope of the
proposed activity. Please contact the Special Events Administrative Assistant with any questions
about this process.
Miscellaneous Use Permit Fees:
•

$25 – application fee

•

$45 per hour – Park use fee

•

Staff time, if applicable

4

CITY OF REDMOND – SPECIAL EVENTS PLANNING GUIDE

SPECIAL EVENT PERMIT PROCESS
Intent to Apply
Your completed Special Event Application Packet serves as your official intent to apply. The Special
Event Application Packet must be completed in FULL and include each listed document below.
Application packets submitted with missing paperwork or incomplete information, will be returned
to the event producer. The Special Event Application Packet includes:
•

A Special Event Permit Application

•

A proposed Site Map

•

A list of activities

•

A timeline of events

Special Events Committee Review
The Special Event Permit Application Packet must be completed in full BEFORE it can be reviewed
by the Special Events Committee. Once Special Event Application Packets are complete, the event
producer will receive confirmation that the application is being routed to the committee for review.
•

The review of the Special Event Application Packet occurs during a seven (7) business day
review period.

•

Special Events Application Packet reviews must occur no less than 60 days from the date
of event.

•

The Committee may request additional information to complete this review.

Mandatory Meetings
Initial Event Review
Upon receiving your application packet, a representative from the Special Events team will contact
you to talk through your application, list of required documents, timeline of activities and site map.
At this time, we will identify a timeline for the application process and establish regular
communication to move through the process.
Pre-Event Meeting & Walk-Through
A pre-event walk-through is required for large events. Large events are defined as 500 or more
in attendance and taking place for two hours or longer in duration. The pre-event meeting will
include various representatives from the Special Events Committee and will include a site visit to
walk through the site map provided.
Post-Event Debrief
A post-event debrief is required for large events. Large events are defined as 500 or more in
attendance, and at a duration of 2 hours or more. The post-event debrief will include a meeting
with Special Event Committee representatives to close out the logistics and details of the event.
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SPECIAL EVENTS COMMITTEE
Roles and Responsibilities
The purpose of the Special Events Committee is to determine the nature and scope of necessary
services for each requested special event, carry out provisions of special event policies and City
codes, determine appropriate terms and conditions for permits and support the timeliness of the
special event permitting process.
The Special Events Committee is responsible for reviewing, assessing and establishing conditions
specific to their area of expertise. The committee consists of members from various City
departments who can provide expertise.

Permit Application Review
Every Special Event Application Packet is reviewed by the Special Events Committee. The
committee will review all details of the Special Event Application Packet, and either approve with
or without conditions, or deny applications.

Denial or Rejections
The Special Events Committee may reject or deny a Special Event Permit Application on one or
more of the following grounds:
•

Failure to submit your completed application packet within adequate time.

•

The application packet is not executed properly or is incomplete.

•

The application contains material misrepresentation or fraudulent information.

•

The applicant has an outstanding balance owed to the City of Redmond from a prior event.

•

If the requested space, date, or time is unavailable because of an activity approved prior
to receipt of the complete Special Event Permit Application Packet.

•

The applicant plans or activities does not comply with all applicable City ordinances, traffic
rules, park rules and regulations, state health laws, fire codes, and liquor licensing
regulations.

•

The use or event proposed by the applicant would present an unreasonable danger to
health or safety of the public or applicant.

•

If the applicant cannot comply with applicable local, state, and federal license
requirements for all or part of the planned event.

•

If the use or event is prohibited by law.
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FEES
Special Event Use Fees
Special Event Use permit fees are dependent on the duration and participation level of the event.
These fees were established by City Council Resolution No. 1072, in accordance with Ordinance
No. 1480 and are periodically adjusted.
Application submitted greater than 90
days in advance of event.
Participants
Per Hour Charge
<100
$45.00 per hour
100-1,000
$70.00 per hour
1,001-5,000
$105.00 per hour
5,001-10,000
$160.00 per hour
10,001-25,000
$240.00 per hour

Application submitted less than 90 days
in advance of event.
Participants
Per Hour Charge
<100
$90.00 per hour
100-1,000
$140.00 per hour
1,001-5,000
$210.00 per hour
5,001-10,000
$320.00 per hour
10,001-25,000
$480.00 per hour

*Set-up and cleanup times are included as event hours and are charged based on the total
estimated people on site.

City Staffing Fees
Staffing fees may also apply. The Special Events Committee will determine the level of City staff
required for the event, based on the following factors: number of attendees, the types of activities
or attractions, street closures, impact to the right of ways, streets, sidewalks or parks, and overall
community safety.
The following staff fees may apply for support from:
Park Operations Staff
Park Operations staff provide oversight of vehicle access, set-up, break-down and electrical
connections to City power sources at parks and facilities. Depending on the nature and scope of
your event, Park Operations staff may be required during all hours of the event. The staffing
requirements and fees will be discussed during the Special Event Permitting process.
Police Department Fees
Redmond Police Officers provide traffic control services and safety/security services at the event.
The number of officers and amount of time required is discussed during the Special Event
Permitting process. Please see the Redmond Police Department section in this guide for
requirements, and fees.
Fire and Emergency Medical Services (EMS)
Fire and EMS fees may be required at the expense of the Event Producer. The Fire department
may require on-site inspections of select activities and structures, and factors such as attendance,
nature of activities or location may require an EMS unit to be on-site. The staffing requirements
and fees will be discussed during the Special Event Permitting process.
Please view the Required City Staff section for additional information.
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TIMELINE & KEY DATES
120 Days Prior to the Event
Contact us to discuss your event – eventpermit@redmond.gov or (425) 556-2360
Check for other events or activities scheduled on the proposed date of your event
Select a date for your event
Identify the location of your event
Prepare the required documents for your Special Event Application Packet
Verify all park uses and any applicable restrictions
Consult with King County Public Health to determine requirements for food vending

90 to 120 days prior to the event (Start the Application Process)
Submit your Special Event Application Packet (see Page 5)
Schedule your initial meeting with the Special Events Administrative Assistant
Reference the City of Redmond’s fire code for vendor set-up and temporary structure permit
information (checklist is attached to our Customer Guide to Special Events)
Recruit vendors and volunteers
If your event includes alcohol sales, service, or consumption— consult with the Washington State
Liquor and Cannabis Board to determine required licenses or permits.
Determine any City staffing requested at your event. The Special Events Committee may require
additional staffing if determined necessary. Payment for all City staffing is the event producer’s
responsibility.

60 to 90 days prior to the event
Finalize your site map, route map and traffic management plan
Completed your permit for temporary structures or tents (if you have tents)

45 to 60 days prior to the event
Schedule your Pre-Event Walk-Through with the Special Event Committee
Finalize your power map and electric needs
Complete your Master Business License

30 to 45 days prior to the event
Receive your invoice. Payment due in full.
Complete your Incident Action Plan

15 days prior to the event
Final event walk-through is scheduled
Notify surrounding businesses of impact

3 days prior to the event
No Parking signs are required to be placed
Final permit is issued
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EVENT REQUIREMENTS
1. Description and Estimated Attendance
Providing a description of the event and the estimated attendance is necessary to evaluate the
impact of an event on public safety and is required for all events. The estimated attendance should
be based on the total number of people anticipated to attend, watch, or participate in the event.
Including details such as the venue capacity, event staffing, and potential impacts to surrounding
neighborhoods will expedite review of your event plans.

2. Event Timeline
An event timeline is required for all events. This timeline should be listed in chronological order by
date and time and is to include all set-up, day-of-event activities, and clean-up steps. Your timeline
should include, but is not limited to, the following:
•

Delivery of all equipment such as waste receptacles, portable restrooms, fork lifts, etc.

•

When security is on-site.

•

When set-up of stage(s), tent(s), and any temporary structure(s) is to take place.

•

When route signs or parking closure signs will be posted and removed.

•

When the event site will be open to the public and when activities start and end.

•

When pick-up and removal of equipment will take place.

•

When the event site is expected to be fully cleaned-up.

3. Insurance Requirements
Proof of liability insurance is required. The minimum limits include $1,000,000 for each occurrence
and $2,000,000 general aggregate in US dollars. The City may require higher limits if deemed
necessary. The insurance company must be located and licensed to do business in the United
States. The Insured Name on the certificate must be identical to the Legal Entity name listed on the
permit application. The City of Redmond, including its officers, officials, employees, and volunteers
must be named as additional insured. Additional insured endorsement, form CG 2026, must be
attached to the certificate. This is required before the permit can be issued.

4. Parking Plan
Events that occur within the Downtown area, and where more than 1,000 attendees will be present
at any given time, are required to submit a parking plan as part of the special events permitting
process.
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5. Event Route Maps
A detailed route map is needed for any event that requires street, sidewalk, and/or trail use. The
route map must be submitted with the Special Event Application and include the following:
1

North, indicated by a directional arrow symbol

2

Name of the venue, surrounding streets and intersections (each is labeled)

3

The overall route, including any requested street closures, on or off-site parking

4 The route including directional arrows to show the path of travel
5

Any requested street, sidewalk, or trail closures

6. Event Site Map
The site map is a visual representation of each of the activities, operational elements and details
listed on your permit application. Site maps are required as part of the application packet and are
revised by the Special Events Committee. The site map must include the following:
1

North, indicated by a directional arrow symbol

2

Name of the venue, surrounding streets and intersections (each is labeled)

3

The overall event area or route, including any requested street closures or reserved parking,
and vendor load in/out areas

The location and dimensions of physical equipment/ structures to be placed. This includes:
4 stage(s), vendors, vehicles, food trucks, hand washing stations, tents, signs, barricades,
shelters, banners, inflatables, balloon arches, portable toilets, fencing, etc.
5

Location of the Information Booth that is clearly labeled on the map

6

Electrical plans for vendors and stages must be clearly marked and labeled indicating:
generators, outlets, spider boxes, cord covers for all pathway crossings

7

A key or legend on the map that defines all symbols or abbreviations

8

Medical or first aid station
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7. Traffic Control Plan
A Traffic Control Plan is required for all walking, running, cycling, or racing events using public
roads or trails. This plan is developed by the applicant to identify and mitigate any traffic and
parking impacts caused by the event. It is also used to propose vehicle, bicycle and pedestrian
route detours. It is required to promote the safety of the public and event participants. For complex
plans involving multiple closures, routes, or a large number of participants we encourage consulting
with a traffic engineer to develop this plan.
This plan must meet federal, state, and City of Redmond traffic control standards and must be
implemented by certified traffic control personnel. Uniformed Police Officers are required to
control traffic near traffic signals.
The map must include:
1

North, indicated by a directional arrow symbol

2

Name of the venue, surrounding streets and intersections (each is labeled)

3

A key or legend on the map defining all symbols or abbreviations

4 The route including directional arrows to show the path of travel.
5

All signs posted on the route by the event producer, including the language on, orientation
of, and positioning of the signs.

6

The positioning of Uniformed Police Officers, certified flaggers, and event volunteers.

7

A timeline indicating who will be implementing the plan and at what time it will be
implemented.

The map must be comprehensive and include all information required to implement the Traffic
Control Plan. More information and examples are published by the Washington State Department
of Transportation online (http://www.wsdot.wa.gov/Design/Standards/PlanSheet/TC_1_19.htm).
Traffic Control Plans require a complete review, and take into consideration other events, and
construction or private development plans in the surrounding area that include street closures or
pose traffic impacts. The Redmond Chief of Police has the final authority to approve or deny traffic
control plans.
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8. Master Event License
All organizations in Redmond are required to have a business license. For events with multiple
vendors, sponsors, and organizations involved, the City of Redmond offers Master Event Licenses.
A Master Event Business License covers all dealers and vendors involved in an event which meets
the City’s criteria for dates and duration. Individual vendors will not be required to obtain separate
business licenses to participate in the event. You can apply for a master event license
at https://www.redmond.gov/230/Business-Licensing.The minimum business license fee for
202 1 is $119. Exemptions are granted to non-profit organizations with an IRS 501(c)3 designation.

9. Incident Action Plan
To understand the scope of your event and how it will impact the public, we require an Incident
Action Plan (IAP). As a part of the review of your application, the City’s Office of Emergency
Management will determine if this plan is required. If it is, the plan is developed by the City’s Office
of Emergency Management. Required documents will be sent to you to fill out. All documents for
this plan are due to the City 30 days in advance of the event. The purpose of this plan is to prepare
and identify the resources available and needed to respond to any potential large-scale
emergencies or disasters.
Emergency situations may result from natural or manmade causes. Having a comprehensive plan
outlining response procedure, identifying resources at the event, and training all event staff or
volunteers is a proactive means of mitigating these hazards.
The Incident Action Plan must be tailored to your event and must include the following:
•

Contact information for personnel authorized to provide statements about the event or
emergency on behalf of the Event and the Organization producing the event. Include
methods of communicating emergency information to event participants and the public.

•

Identifying the location of first aid, where lost children will be brought, information booths,
an evacuation area and routes, and any other emergency resources that will be on-site.

•

Staff or volunteer procedures to be followed in case of an emergency or disaster at the
event. Information about how the volunteers and event staff have been trained to respond
in an emergency. Communication procedures for the event management team.

•

Copies of the emergency plan are required to be on-site at the event, the location of this
information must be submitted with this plan.

10. Food Safety
Any food served, sold, or distributed at an event must comply with all food safety and health
regulations. Compliance with all applicable rules in the Washington State Retail Food Code is
required. Please see https://www.doh.wa.gov/CommunityandEnvironment/Food/FoodWorker
andIndustry/FoodSafetyRules for more information.

11. International Fire Code (IFC) Permit
Some events will require an IFC permit for temporary structures. The application includes a
checklist to help determine if an IFC permit is required.
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Carnivals, fairs, and fireworks displays require additional permits and licenses. It is the applicant’s
responsibility to adhere with all local, regional, state, and federal laws and regulations.

12. Electrical Plan and Permit
We require an electrical plan for all events. This plan, at the minimum, must contain a site map
showing the location of all electrical equipment and utilities such as generators, outlets, spider
boxes, cord covers for all pathway crossings, etc. Park staff must provide oversight of all electrical
connections to City power sources and be on site for set-up and event hours. Permit holder is
responsible for all staff wages.
In addition, the permit holder is responsible for providing an electrician for needs beyond
connecting to City power and all electrical distribution equipment, including cabling and cord
covers for all pathway crossings.
The existing electrical service at a park or other City property may be inadequate for certain
special events. It is the responsibility of the applicant to ensure there is an adequate electrical
capacity to hold the event and obtain additional electrical supply if needed. Any damage to
existing electrical services due to overload is the responsibility of the permit holder. An electrical
permit and inspection may be required prior to the event site opening to the public.

13. Alcohol
The sale, service and consumption of alcoholic beverages are subject to Washington State Liquor
and Cannabis Board (WSLCB) regulations. It is required that the City and WSLCB approve all
alcohol sales and consumption at public events. The permit holder is responsible for compliance
with all Washington State and City of Redmond laws.
The applicant must provide a detailed layout of any intended beer, wine, or liquor “garden” areas
that depicts all fencing, entrances and exits, the dimensions of the space, and the maximum
intended capacities of the space.
Special Occasion Licenses and Banquet Permits are available from the WSLCB for one-time-only
events.
•

Special Occasion License: This is required to allow a bona fide nonprofit organization to sell
liquor at a specified date, time and place. Examples would include a fundraising dinner,
gala event, auction, or wine tasting.

•

Banquet Permit: This is required to allow the service and consumption of liquor at a private,
invitation-only banquet or gathering held in a public place or business. Examples include
weddings, company banquets, retirement parties, or club, organization, or church events.

More information is available at https://lcb.wa.gov/licensing/special-licenses-and-permits. Also,
on the WSLCB website, check out the WSLCB’s toolkit, “Liquor, Cannabis, Gambling… and Your
Fundraising Event” for more information.
Required Staffing
Events that include the service of alcohol and are open to the public require a minimum of two (2)
Uniformed Police Officers.
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14. Tents and Temporary Structures
The Fire Department will provide detailed instructions and specifications regarding the placement
of tents and temporary structures during the Special Event Permitting process.

15. Park Rules
Many of the park rules are listed at https://www.redmond.gov/838/Park-Rules. Please reference
Redmond Municipal Code Chapter 9.31 for more information.
The park rules include:
•

No alcoholic beverages unless included within permitted event

•

No off-leash dogs

•

No smoking

•

No use of drones and other remote-controlled models

16. Street Closures
Events requesting a temporary or partial closure of City of Redmond street(s), trails, sidewalks, or
any other traffic management issues are required to provide a map indicating the location of the
street closure requested. Some events requesting significant road closure may require submission
of a traffic control plan to be reviewed by the Special Events Committee. The plan will be reviewed
by the Redmond Police Department, Redmond Fire Department and other departments. Redmond
Police staffing may be required, and the event producer is responsible for any fees incurred.
The Special Events Committee has the authority to approve or deny requests to close streets or
rights-of-way for the purpose of a special event.

17. Billing
The Event Producer will receive a permit and estimation of fees less than thirty (30) days from the
event. All Special Event fees, including permit fees and City staffing, are due no less than fifteen
(15) days from the date of the event. All payments can be made in the form of a check, with a credit
card over the phone or online.
Your statement may include the following fees:
•

Special Event use fees

•

Police Staffing Fees

•

Fire Staffing Fees

•

Park Operations Staffing Fees
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18. Refunds and Cancellation Policy
If the event is cancelled thirty (30) days or more prior to the date of the event, the permit holder
must submit written notice to the Special Events Administrative Assistant to receive a refund for
any permit fees paid. The $75 application fee is non-refundable.
If the event is cancelled less than thirty (30) days prior to the date of the event, or the permit
holder fails to submit written notice, no refunds will be issued.
Emergency-Related Cancellations or Disruptions in Service
City of Redmond may be forced to cancel any event permit or rental agreement prior to the event.
Possible reasons for this cancellation include but are not limited to;
•

A declared state of emergency event

•

Unsafe building or health conditions

•

Interrupted utility services of the facility or event space

•

Extreme weather

•

Orders from any applicable public safety or health authorities

Declared State of Emergency Events
During a declared state of emergency, where any risk to public health or general safety is
declared, the City may close City facilities and/or cancel permitted events. In this event, the City
agrees to:
•

Attempt to notify the permit holder and/or event producer promptly (within 1 business day)
following notification to appropriate City staff of event cancellations or facility closures.

•

The City will issue a full refund or credit for any fees paid to the City of Redmond associated
with the cancelled event within 2-7 business days. The City is not responsible for and will
not cover:
o

Any fees paid by the permit holder and/or the event producer to any third parties
including, but not limited to, businesses or vendors hired for the event.

o

Any costs greater than the full amount paid to the City of Redmond exclusively
associated with the cancelled event.

Cancellations by the Permit Holder
In declared state of emergency situations, the City may not be required by public health and safety
officials to cancel events. If the Permit Holder cancels the event due to the recommendation of
applicable public safety or health authorities, the Permit Holder is responsible for delivering written
cancellation notice to the City no less than seven (7) days prior to the event. Upon receipt of the
cancellation notice, the City agrees to issue a full refund equal to all fees paid to the City associated
with the cancelled event.
If the Permit Holder cancels the event less than seven (7) days prior to the event, the Permit Holder
is responsible for delivering immediate written notice to the City. Upon receipt of this cancellation
notice, the City agrees to issue a refund equal to 50% of all fees paid to the City associated with
the cancelled event.
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EVENT MANAGEMENT PLAN
Set-up and Clean-up
The applicant is responsible for cleaning the rental area, properly collecting and disposing of all
waste, and returning the area to the condition it was found prior to use within 24-hours of the
conclusion of the event. If pressure washing of paved surfaces is needed, ensure pressure wash
wastewater disposal requirements are followed. As part of your event timeline, please include in
detail the scheduled timing of your post event cleanup actions. If you are hiring a company to assist
you with any part of your event, please provide the name and contact information for that group.
Secondary containment is required for all flammable/hazardous materials storage in excess of 20
gallons including generators. Spill kits/absorbent materials are required to be staged at all
generators/fuel storage locations. Any spills, leaks, or drips associated with generators or other
event equipment must be cleaned up immediately. Immediately report spills to the Redmond Spill
Hotline at 425-556-2868.

Garbage and Recycling
The City requires every event organizer that uses City premises to provide the following solid waste
collection services:
•

Garbage collection in clearly marked carts.

•

Recycling collection in clearly marked carts.

•

Organics collection in clearly marked carts when food vendors are present (recommended
but not required).

Solid waste collection services consist of three solid waste streams: garbage, recycling and
organics. Per regulations, the garbage collection service must be provided by the City’s
contracted hauler, Waste Management, while the collection services for the recycling and organics
are market driven. An event organizer is free to choose whoever is the most beneficial service
provider for the event. However, it may be more economic and more efficient to request Waste
Management to provide the services for all three waste streams.
The applicant must ensure that there are enough garbage and recycling receptacles located
throughout the event site. Collection during the event is required to prevent overfilling and
contamination. The request for the collection of garbage, recycling, and organics (if desired) should
be made directly to Waste Management (or a chosen recycling and/or organics service provider)
by the event organizer. The table below can be used as a general guide regarding the appropriate
number of garbage, recycling and organics containers to order for each event depending upon
the size of the event. Waste Management can also provide additional recommendations depending
on the type of event to ensure the proper number of containers are ordered.
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Types and Quantity of Containers
Required
Estimated
Garbage
Participants (96-gallon cart)

Recommended
Recycling
Composting1
(96-gallon
(96-gallon cart)
cart)
Up to 100
2
2
1
Up to 300
5
5
3
Up to 500
8
8
4
Up to 800
12
12
6
Up to 1,000 15
15
8
The above participant/cart ratio is used as a reference to calculate
the number of carts needed for a large event.
Contact Waste Management’s City Services Desk to order containers at:
Phone Number:

866-713-0480

Email:

pnwmunicipalaffairs@wm.com

Garbage and Recycling Carts
96-gallon green carts with wheels should be used for garbage collection and the 96-gallon blue
carts for collection of recycling. Both carts must be clearly marked with stickers on their lids.
Additional signage hanging on the rim of either cart, when the lid is open, is highly recommended.
All garbage carts must be inserted with sturdy black plastic trash bags for easy trash removal. All
recycling carts must be unlined.
Composting Carts
96-gallon carts with wheels should be used, which are of green color with yellow lids. They must
also be clearly marked with stickers on their lids. An additional signage hanging on its rim, when
its lid is flipped open, is highly recommended. All composting carts must be inserted with the
commercial grade biodegradable bags for an easy handling. Additionally, vendors are encouraged
to use the industry-approved biodegradable utensils to serve their food at the event.
Setup for Cart Order, Delivery, Placement, Maintenance and Pickup
•

Event Site Map: An event site map must be provided to show its stalls/stations along with
solid waste collection cans as marked/identified.

•

Cart Order: All carts must be ordered 10 working days prior to the event date.

•

Carts Delivery: All carts must be delivered to the event site at a central location the day
before the event.

•

Cart Placement: All carts must be deployed, either the night before or the first thing in the
morning on day of the event, throughout the event’s perimeter with no more than 50 yards
between solid waste collection stations. Each solid waste collection station must be
equipped both with a garbage cart and a recycling cart (an additional organics cart should
also be added when this service is requested).

•

Cart Maintenance: Designated staff/volunteers must be assigned to maintain all carts and
switch out full carts with empty during the event hours.

•

Cart Pickup: All carts must be returned to the same central location of the site at the end
of the day/event to meet Waste Management’s pre-determined pickup schedule.
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Solid Waste Collection Planning and Management Coordination
For an event with 300 people or more, the event organizer must contact the City’s Solid Waste
Program Staff at 425-556-2811 to schedule a meeting to develop a plan for solid waste
management and disposal for the event. The goal is to ensure smooth implementation of the solid
waste collection and management to minimize cross-contamination of garbage, recycling and
organics at the event. For large events, City staff can help you determine the best location for
solid waste collection stations and staging of empty carts to ensure that your event will run
smoothly and without impacts related to insufficient solid waste management.
Fees and Liability
The costs of having the carts at the event and of disposing of the solid waste from the event will
be the responsibility of the event organizer. Any additional cleanup costs, when incurred by the
City staff, will also be billed to the event organizer if the conditions of the event site are not
returned to its prior status.
Zero-Waste Event Planning
If you are interested in hosting a zero-waste event, please contact the City’s Solid Waste Program
Staff at 425-556-2811 for additional resources.

Portable Restrooms

Number of people per day

Portable restrooms may be a necessary service to provide for your guests in attendance at a
special event. The following grid is a recommendation to help you plan how many portable restroom
units would be needed based on your expected attendance and the length of your event. Please
note that these locations must be included in your site map and delivery and pick-up times should
be listed in your event timeline as well. Do not place portable restrooms or handwashing stations
next to or over a storm drain.

≤250
≤500
≤1,000
≤2,000
≤3,000
≤4,000
≤5,000
≤6,000
≤7,000
≤8,000
≤10,000
≤12,500
≤15,000
≤17,500
≤20,000

Number of hours for event per day
1
2
3
4
5
6
7
2
2
2
2
3
3
3
2
4
4
5
6
7
9
4 6
8
8
9
9
11
5
6
9
12
14
16
18
6
9
12
16
20 24 26
8
13
16
22 25 30 35
12 15
20 25 31
38 44
12 15
23 30 38 45 53
12 18
26 35 44 53 61
12 20 30 40 50 60 70
15 25 38 50 63 75 88
18 31
47 63 78
94 109
20 38 56 75 94 113 131
22 44 66 88 109 131 153
25 50 75 100 125 150 175

8
3
9
12
20
30
40
50
60
70
80
100
125
150
175
200

9
3
10
13
23
34
45
56
68
79
90
113
141
169
197
225

10
3
12
13
25
38
50
63
75
88
100
125
156
188
219
250
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Sound Ordinances
All events must comply with sound and noise level limits established by the City, County, State,
and Federal Governments. The permit holder is responsible for all performers’, attendees’, event
staff, and volunteers’ adherence to these rules. See RMC 6.36 and 9.42 for applicable
specifications.

Information Booth
All events are required to have an Information Booth, that is identified on the site map.

Event Marketing and Communications
The City of Redmond does not promote or advertise events that are not city sponsored, produced,
or co-produced by the City on City owned marketing channels, including but not limited to; the
Redmond.gov website, City managed calendars and social media. You may submit your event
hosted in Redmond to ExperienceRedmond.com.

City Staffing
Depending on the scale and scope of activities, the Special Event Committee may require City
services or staff at your event. This requirement depends on the event location and potential
impacts on the public. All staffing costs are the responsibility of the applicant.
If you disagree with a staffing requirement, you may submit an appeal to the Events Administrative
Assistant proposing an alternative plan. The alternative plan will be reviewed by the Special Event
Committee. If the alternative plan is denied by the committee, City staffing is required. Failure to
consent to this requirement can result in denial of the Special Event Permit.
The hourly rates for City staffing vary and all costs associated with requested and required
staffing are the event producer’s responsibility. Please contact our special events team for current
hourly rates and minimum length of time.

Redmond Police Department
Event producers are required to provide a safe environment through comprehensive planning,
adequate personnel and safety measures to support safety of the event site, and attendees. The
Redmond Police Department has the final authority to determine additional staffing through the
requirements of Uniformed Police Officer staffing, or safety measures to be in effect for the event.
The cost is the responsibility of the event producer.
Estimate on site attendance*
Alcohol
0 to 1500
1501 to 5000
5000 +

Minimum Number of Police Officers Required*
2
0 to 4
4 to 6
6 Officers plus 1 Officer for every 2000 participants and
spectators over 5000 at the event.

*Final Police Personnel staffing numbers to be determined by Police Chief or designee.
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Hiring Redmond Police Officers (UPOs)
Uniformed Police Offers (UPOs) hired to support events are assigned through the Special Event
permitting process. A Special Event Permit authorized the events or activity and enables the City
of Redmond to schedule adequate services to support the event. The event producer is responsible
for the fees
Uniformed Police Officers (UPOs) Fees
The fee is $105 per hour, with a 4-hour minimum. Fees are assigned in accordance with the
City’s Cost of Service methodology and are subject to change. Any adjustments to fees, such as
hourly rates, are communicated to the event producer by the Special Events Assistant.
Redmond Police Billing
Staffing fees are included in the permit and collected in advance of the special event. The event
producer shall receive an invoice with a detailed breakdown of fees for the event.
Alcohol
Events that include the service of alcohol require a minimum of two (2) Uniformed Police Officers
(UPO). A UPO is required to check identification at any “garden” entrances where beer, wine or
liquor is served.
Intersection & Traffic Control
When an event requires controlling or countermanding a signalized intersection, each intersection
impacted requires a Uniformed Police Officer. Due to the complexity, size, or traffic volumes,
certain intersections may require two (2) or more Uniformed Police Officers for proper control.
WAC 468-95-302
Standard: A single flagger shall not flag from the center of an intersection, except when there is an
emergency or when law enforcement is flagging. When flagging at an intersection there shall be a
flagger controlling each intersection leg.

Downtown Park
Uniformed Police Officers may be required based on a variety of factors, including; the number of
attendees, the type of event, day or time of the week, types of activities, if there are street
closures, proximity to other events, and impacts to the surrounding area.
Multiple Venues or Locations
Events where multiple sites are requested as part of the site map may require street closures, and
additional UPOs to manage safe passage for attendees.
Special Event Assessment Rating
Events having a higher Special Event Assessment Rating (SEAR) may require more Uniformed
Police Officers for safety and security. Special Event Assessment Ratings are developed by the
Washington State Fusion Center and are used to support safe event planning.
Elevated Threat/Attention
Events holding an elevated threat or attention level may require Uniformed Police Officers as
determined to maintain safety and security. Elevated threat or attention ratings are determined by
the Police Department and are designated ultimately by the Chief of Police.
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Dignitaries
Events where dignitaries are known or believed to be in attendance may require Uniformed Police
Officers as determined to maintain event safety and security.
Holiday/Religious
Events held during holidays or in combination with religious gatherings may require Uniformed
Police Officers as determined to maintain safety and security.
Other Events & Considerations
Several events in proximity to one another may require additional Uniformed Police Officers to
maintain safety and security.

Redmond Fire Department and Emergency Medical Services (EMS)
Event producers are required to provide a safe environment through comprehensive planning,
adequate personnel and safety measures to support safety of the event site, and attendees. The
Redmond Fire Department has the final authority to determine additional coverage through the
requirements of Fire/EMS staffing, or safety measures to be in effect for the event. The cost is the
responsibility of the event producer.
Estimate on site attendance*
Alcohol
0-1500
1501 to 5000

5000 +
Use of Fireworks

Minimum Number of Fire/EMS personnel Required*
0 to 2
0 to 2
2 to 4
• 2 Emergency Medical Technicians (EMTs) minimum.
• If attendance reaches 2500 or more, add 1 Supervisor.
4 EMTs, 1 Bike Team minimum and 1 Supervisor
• Add 2 EMTs or 1 Paramedic for every additional 3000
participants and spectators.
3 personnel staffing 1 Fire Engine
1 Fire Prevention Staff member

*Final Fire Personnel staffing numbers to be determined by Fire Chief or designee.
Hiring Redmond Fire /EMS Personnel

Redmond Fire / EMS personnel hired to support events are assigned through the Special Event
permitting process. A Special Event Permit authorized the events or activity and enables the City
of Redmond to schedule adequate services to support the event. The event producer is responsible
for the fees
Redmond Fire / EMS Personnel Fees
The fee is $102 per hour. Fees are assigned in accordance with the City’s Cost of Service
methodology and are subject to change. Any adjustments to fees, such as hourly rates, are
communicated to the event producer by the Special Events Assistant.
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Redmond Fire Billing
Staffing fees are included in the permit and collected in advance of the special event. The event
producer shall receive an invoice with a detailed breakdown of fees for the event.
Alcohol
Events that include the service of alcohol may require a minimum of two Redmond Fire EMS
personnel.
Downtown Park
Redmond Fire/EMS personnel may be required based on a variety of factors, including; the number
of attendees, the type of event, day or time of the week, types of activities, if there are street
closures, proximity to other events, and impacts to the surrounding area.
Multiple Venues or Locations
Events where multiple sites are requested as part of the site map that may require street closures,
additional Fire / EMS personnel to manage multiple locations may be required
Special Event Assessment Rating
Events having a higher Special Event Assessment Rating (SEAR) may require more Fire / EMS
personnel for safety and security. Special Event Assessment Ratings are developed by the
Washington State Fusion Center and are used to support safe event planning.
Elevated Threat/Attention
Events holding an elevated threat or attention level may require Fire / EMS personnel as
determined to maintain safety. Elevated threat or attention ratings are determined by the Redmond
Police Department and are designated ultimately by the Chief of Police.
Dignitaries
Events where dignitaries are known or believed to be in attendance may require Fire / EMS
personnel as determined to maintain event safety.
Holiday/Religious
Events held during holidays or in combination with religious gatherings may require Fire / EMS
personnel as determined to maintain safety.
Other Events & Considerations
Several events in proximity to one another may require additional Fire / EMS personnel to maintain
safety.
Use of Fireworks
Events where the use and discharge of fireworks will take place, will require the staffing of an
engine company and one person from City of Redmond Fire Marshal’s office.
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CONTACT INFORMATION
If you have any questions or would like assistance starting this process, please contact:
Special Events Administrative Assistant
Email: eventpermit@redmond.gov
Phone: (425) 556-2360
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