
Special Event Permit Timeline

12.60.040 - Special event permit—When required.

A . N o   p e r s o n   s h a l l   e n g a g e   i n ,   p a r t i c i p a t e   i n ,   a i d ,   f o r m   o r   s t a r t   a n y   s p e c i a l   e v e n t   i n   o r   u p o n   a   
s t r e e t ,   a l l e y   s i d e w a l k ,   p u b l i c   b u i l d i n g   o r   p u b l i c   p a r k ,   u n l e s s   a   s p e c i a l   e v e n t   p e r m i t   s h a l l   h a v e   b e e n 
o b t a i n e d   f r o m   t h e   c i t y   m a n a g e r   o r   d e s i g n e e . 

If any of the following criteria apply to your event please complete a Special Event Permit at 

www.cityoflaramie.org/specialevent. For more information please contact Nancy Oakland Potter at 

307-721-52226 or noaklandpotter@cityoflaramie.org.

 Event organized by an organization either for profit or not for profit

 Advertised to the public for participation

 Amplified sound equipment will be used (Noise Permit)

 Street closure or no parks are being requested.

 Examples of events: 5K, fundraisers, yoga in the park, marches, walk/run, Laramie Jubilee 

Days, outdoor concerts, street dances, etc. 

1. Application Due. (14 days before the date of the event)

LMC 12.60.050.E. An application for a special event permit in or upon a street, alley, sidewalk, 

public building or public park and/or a catering or malt beverage permit for special events, or an 

open container permit shall be filed with the city manager not less than fourteen days before the 

date on which special event is to be held.

2. Neighborhood Notification (if required, due with application no less than 14 days 

before the date of the event, examples: street closures, no parks, noise permits)

L M C   1 2 . 6 0 . 0 5 0 . F . 1 6 .   I f   t h e   s p e c i a l   e v e n t   i s   a n t i c i p a t e d   t o   c l o s e   c i t y   s t r e e t s   o r   a l l e y s   f o r   a   p e r i o d   o f   
t i m e   i n   e x c e s s   o f   f o u r   h o u r s   i n   a   m o n t h   o r   t h e   c l o s u r e   o f   a   s i d e w a l k ,   p u b l i c   p a r k   o r   p u b l i c   b u i l d i n g 
m o r e   t h a n   e i g h t   h o u r s   i n   a   d a y   o r   m o r e   t h a n   o n e   d a y   i n   a   s i n g l e   s e v e n - d a y - p e r i o d ,   t h e   a p p l i c a n t   
f o r   t h e   s p e c i a l   e v e n t   p e r m i t   s h a l l   g i v e   n o t i c e   t o   t h e   r e s i d e n t s   o f   p r o p e r t y   a l o n g   t h e   a f f e c t e d   
s t r e e t ( s ) ,   a l l e y ( s ) ,   s i d e w a l k ( s ) ,   p u b l i c   p a r k ( s ) ,   o r   p u b l i c   b u i l d i n g .   S u c h   n o t i c e   m a y   b e   i n   p e r s o n ,   b y 
o r d i n a r y   U . S .   m a i l   o r   b y   p u b l i c a t i o n   i n   t h e   l o c a l   n e w s p a p e r   p r i o r   t o   t h e   s u b m i s s i o n   o f   t h e   
a p p l i c a t i o n .   T h e   n o t i f i c a t i o n   s h a l l   a d v i s e   t h e   r e s i d e n t   o f   t h e   n a t u r e   a n d   t i m e   o f   t h e   s p e c i a l   e v e n t   
a n d   t h e   p r o p o s e d   s t r e e t ,   a l l e y ,   s i d e w a l k ,   p u b l i c   p a r k   o r   p u b l i c   b u i l d i n g   c l o s u r e ,   a n d   t h e   r e s i d e n t ' s   
r i g h t   t o   o b j e c t   i n   w r i t i n g   t o   t h e   c i t y   m a n a g e r .   S h o u l d   t w e n t y   p e r c e n t   o f   t h e   r e s i d e n t s   o f   p r o p e r t i e s 
a l o n g   t h e   a f f e c t e d   s t r e e t ( s ) ,   a l l e y ,   s i d e w a l k ( s ) ,   p u b l i c   p a r k   o r   p u b l i c   b u i l d i n g   o b j e c t   t o   t h e   s t r e e t ,   
a l l e y ,   s i d e w a l k ,   p a r k   o r   p u b l i c   b u i l d i n g   c l o s u r e   f o r   t h e   s p e c i a l   e v e n t ,   t h e   c i t y   c o u n c i l   s h a l l   r e v i e w   
t h e   o b j e c t i o n   p r i o r   t o   t h e   r e q u e s t e d   d a t e   f o r   t h e   s p e c i a l   e v e n t   e i t h e r   a t   t h e   n e x t   s c h e d u l e d   
m e e t i n g   o f   c i t y   c o u n c i l   o r   s p e c i a l   m e e t i n g   t o   r e v i e w   t h e   o b j e c t i o n .   T h e   c i t y   c o u n c i l ' s   d e c i s i o n   s h a l l 
b e   f i n a l   a n d   n o t   s u b j e c t   t o   f u r t h e r   a p p e a l ; 

3 . L i a b i l i t y   I n s u r a n c e   ( N o   l e s s   t h a n   f i v e   ( 5 )   d a y s   b e f o r e   t h e   d a t e   o f   t h e   s p e c i a l   e v e n t ) 

L M C   1 2 . 6 0 . 0 6 0 . C . 1 2 .   A   r e q u i r e m e n t   t h a t   t h e   a p p l i c a n t   a n d   a u t h o r i z e d   o f f i c e r   o f   t h e   s p o n s o r i n g   
o r g a n i z a t i o n ,   i f   a n y ,   p o s s e s s   o r   o b t a i n   p u b l i c   l i a b i l i t y   i n s u r a n c e   t o   p r o t e c t   a g a i n s t   l o s s   f r o m   

http://www.cityoflaramie.org/specialevent
mailto:noaklandpotter@cityoflaramie.org


l i a b i l i t y   i m p o s e d   b y   l a w   f o r   d a m a g e s   o n   a c c o u n t   o f   b o d i l y   i n j u r y   a n d   p r o p e r t y   d a m a g e   a r i s i n g   
f r o m   t h e   e v e n t .   I f   i n s u r a n c e   c o v e r a g e   i s   r e q u i r e d   a s   a   c o n d i t i o n   o f   i s s u a n c e   o f   a   s p e c i a l   e v e n t   
p e r m i t ,   t h e   c i t y   m a n a g e r   o r   d e s i g n e e   s h a l l   d e t e r m i n e   t h e   a m o u n t   o f   i n s u r a n c e   r e q u i r e d ,   b a s e d   
u p o n   t h e   c o n s i d e r a t i o n s   r o u t i n e l y   t a k e n   i n t o   a c c o u n t   b y   t h e   c i t y   i n   e v a l u a t i n g   l o s s   e x p o s u r e s ,   
i n c l u d i n g ,   b u t   n o t   l i m i t e d   t o ,   w h e t h e r   t h e   s p e c i a l   e v e n t   p o s e s   a   s u b s t a n t i a l   r i s k   o f   d a m a g e   o r   
i n j u r y   d u e   t o   t h e   a n t i c i p a t e d   n u m b e r   o f   p a r t i c i p a n t s ,   t h e   n a t u r e   o f   t h e   s p e c i a l   e v e n t   a n d   a c t i v i t i e s   
i n v o l v e d   a n d   t h e   p h y s i c a l   c h a r a c t e r i s t i c s   o f   t h e   p r o p o s e d   s i t e .   S u c h   i n s u r a n c e   s h a l l   n a m e   o n   t h e   
p o l i c y   o r   b y   e n d o r s e m e n t   a s   a d d i t i o n a l   i n s u r e d s ,   t h e   c i t y ,   i t s   o f f i c e r s ,   e m p l o y e e s   a n d   a g e n t s .   A   
c e r t i f i c a t e   o f   i n s u r a n c e   c o v e r a g e   m u s t   b e   f i l e d   w i t h   t h e   c i t y   m a n a g e r ' s   o f f i c e   n o   l e s s   t h a n   f i v e   
d a y s   b e f o r e   t h e   d a t e   o f   t h e   s p e c i a l   e v e n t   u n l e s s   t h e   c i t y   m a n a g e r   o r   d e s i g n e e   c h a n g e s   t h e   f i l i n g   
d e a d l i n e ,   i n   w h i c h   e v e n t   s u c h   d o c u m e n t s   s h a l l   b e   p r o v i d e d   p r i o r   t o   t h e   e v e n t ; 

4 . A l c o h o l i c   B e v e r a g e s   f o r   e v e n t .   (14 days before the date of the event)

1 2 . 6 0 . 0 5 0 . E .   A n   a p p l i c a t i o n   f o r   a   s p e c i a l   e v e n t   p e r m i t   i n   o r   u p o n   a   s t r e e t ,   a l l e y ,   s i d e w a l k ,   p u b l i c   
b u i l d i n g   o r   p u b l i c   p a r k   a n d / o r   a   c a t e r i n g   o r   m a l t   b e v e r a g e   p e r m i t   f o r   s p e c i a l   e v e n t s ,   o r   a n   o p e n   
c o n t a i n e r   p e r m i t   s h a l l   b e   f i l e d   w i t h   t h e   c i t y   m a n a g e r   n o t   l e s s   t h a n   f o u r t e e n   d a y s   b e f o r e   t h e   d a t e   
o n   w h i c h   s p e c i a l   e v e n t   i s   t o   b e   h e l d . 

12.60.080 - Permit—Notice of rejection—Appeal procedure.

T h e   c i t y   m a n a g e r   o r   d e s i g n e e   s h a l l   a c t   u p o n   t h e   a p p l i c a t i o n   f o r   a   s p e c i a l   e v e n t   p e r m i t   o r   a   m a l t   
b e v e r a g e   o r   c a t e r i n g   p e r m i t   f o r   s p e c i a l   e v e n t s   o r   a n   o p e n   c o n t a i n e r   p e r m i t   w i t h i n   f i v e   d a y s   a f t e r   t h e 
f i l i n g   t h e r e o f .   I f   t h e   c i t y   m a n a g e r   o r   d e s i g n e e   d i s a p p r o v e s   t h e   a p p l i c a t i o n   f o r   f a i l u r e   t o   m e e t   t h e   
c o n d i t i o n s   a s   o u t l i n e d   i n   S e c t i o n   1 2 . 6 0 . 0 6 0   o f   t h i s   c h a p t e r ,   t h e   c i t y   m a n a g e r   o r   d e s i g n e e   s h a l l   s t a t e   
t h e   r e a s o n   f o r   t h e   d e n i a l   o r   s t i p u l a t e   a d d i t i o n a l   c o n d i t i o n s .   T h e   a p p l i c a n t   s h a l l   h a v e   t h e   r i g h t   t o   
a p p e a l   t o   c i t y   c o u n c i l   t h e   d e n i a l   o f   t h e   s p e c i a l   e v e n t   p e r m i t   o r   a   c o n d i t i o n   o f   t h e   s p e c i a l   e v e n t   p e r m i t 
o r   a   m a l t   b e v e r a g e   o r   c a t e r i n g   p e r m i t   f o r   s p e c i a l   e v e n t s   o r   a n   o p e n   c o n t a i n e r   p e r m i t .   A   n o t i c e   o f   
a p p e a l   s h a l l   b e   f i l e d   w i t h   t h e   c i t y   m a n a g e r ' s   o f f i c e   s e t t i n g   f o r t h   t h e   g r o u n d s   f o r   t h e   a p p e a l   w i t h i n   
t h r e e   b u s i n e s s   d a y s   a f t e r   r e c e i p t   o r   p e r s o n a l   d e l i v e r y   o f   a   n o t i c e   o f   d e n i a l   o r   p e r m i t   c o n d i t i o n .   T h e   
c i t y   c o u n c i l   s h a l l   r e v i e w   t h e   a p p e a l   p r i o r   t o   t h e   r e q u e s t e d   d a t e   f o r   t h e   s p e c i a l   e v e n t   e i t h e r   a t   t h e   
n e x t   s c h e d u l e d   m e e t i n g   o f   c i t y   c o u n c i l   o r   a t   a   s p e c i a l   m e e t i n g   t o   r e v i e w   t h e   a p p e a l .   T h e   c i t y   c o u n c i l ' s 
d e c i s i o n   s h a l l   b e   f i n a l   a n d   n o t   s u b j e c t   t o   f u r t h e r   a p p e a l . 

For more information please contact the following staff: 

Special Event Permit: Nancy Oakland Potter; email: noaklandpotter@cityoflaramie.org, 307-721-

5226

Alcohol Permits: City Clerk’s Office, clerk@cityoflaramie.org, 307-721-5220

Tent Permits: Fire Prevention, fireprevention@cityoflaramie.org, 307-721-5330

Temporary Food Permits: Cody Talbott, ctalbott@cityoflaramie.org, 307-721-5283
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