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Dear Customer:
Welcome to Casper! We are excited that you have chosen Casper as your event location. This
Special Event Planning Guide and Policy (Guide and Policy) provides the information, policies,
process, procedures, resources, and permits for you to apply for a Special Event Authorization.
This guide will help you determine which permit(s) you may require.
The City of Casper’s Licensing Specialist will be your point of contact throughout the process;
please feel free to contact the Licensing Specialist at any time. The success of your event relies
heavily upon you providing complete, thorough, and detailed information. The following contact
information is provided for your assistance as you complete the application:
 City of Casper Website: www.casperwy.gov
 City of Casper Special Event Application: www.casperwy.gov/SpecialEventPlanning
 Licensing Specialist:
Carla Mills-Laatsch
camills@casperwy.gov
(307) 235-7568
We look forward to working with you to ensure that your Special Event is fun, safe, and successful.
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Purpose and Definitions
PURPOSE
In an effort to treat all persons and groups uniformly, the City has established regulations
concerning the use of streets, sidewalks, greenways, and other public facilities and thoroughfares
in the City for all organized special events with the purpose of protecting the health and public
safety of citizens; limiting the inconvenience to residents, businesses, places of worship and
learning, and other regular users of these facilities; establishing a straightforward and accountable
process for customers; and enabling public agencies to manage these events in a cost-effective and
well-coordinated way.

DEFINITIONS
 Special Event
A special event is generally defined as an organized activity that occurs outdoors on City property.
More specifically, in order to meet the criteria of this policy, a Special Event:


Occurs on City property, but not on property that is already under lease to another entity.
“City property” includes any City owned park, trail, street, parking lot, alley, lawn, sports
field, or similar outdoor place. Property is “already under lease” to another entity if that
other entity has day to day control of the property.

If your event meets the criteria of an outdoor event that occurs on City property, then your
event is a Special Event. If it is not a Special Event, then this Guide does not apply to you,
but please be aware that some activities still might need special permits from the City of
Casper.

 Extra Municipal Services
The term Extra Municipal Service refers to any reasonably required service above and beyond the
normal services provided by the City government on a non-event day. Examples of Extra
Municipal Services may include police services, traffic control, dedicated EMS presence, delivery
and collection of extra trash containers, site preparation at City parks and facilities, and other such
services. Since the City must pay a cost to provide these services, the Customer will be asked to
pay the City for any Extra Municipal Services provided.
A Price List for Extra Municipal Services is available if extra services are requested or necessary.

 Special Event Application, and Special Event Authorization
In general, the Customer requests the right to hold an event by filling out a Special Event
Application. The Special Event Application is then used to create a Special Event Authorization
and any other permits which may be necessary.
The Special Event Application is a form that each Customer must submit in order to receive
permission to hold their event, though certain very small events are exempt from this requirement.
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The Special Event Authorization is a document that is issued to the Customer. It describes the
event in general terms, it lays out restrictions and requirements in regards to the execution of the
event, and it serves as evidence that the Special Event has been authorized.

 ALCOHOL SERVICE PERMIT(S)– (Not applicable to all events)
If the event will involve the possession or consumption of alcoholic beverages then the event
organizer must apply for the proper permits. Please be aware that having alcohol at an event may
result in additional insurance and security requirements. If your event is outdoors in any open
space, or certain structures in the City you must obtain an open container permit. If there are
multiple open container permits adjacent to one another then the open container permit will extend
to events which are next to each other. Catering permits may be applied for by a Retail Liquor
License holder only. Malt Beverage permits can be applied for by any individual or organization;
rented facilities will require a lease or an agreement showing that alcoholic beverages are allowed
on the premises.
Large Events or high impact events may apply for a waiver from the open container restrictions.
A letter requesting the waiver must be given to the City Manager or his designee with the requested
area and event.

Event Impact Classifications
The City categorizes special events into one of three classifications. Events that are large and/or
complicated will be classified as “High Impact” events. Smaller or less complicated events will be
classified as “moderate” or “low” impact events.
This classification affects when the application is due, because City staff will need more time to
prepare for a large or complicated event, and it affects the amount of the application fee.
Important Note: During the review process, the City has the right to change the classification
of your special event if it has been deemed to meet different criteria.
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EVENT IMPACT CHART
How to Use This Chart: Events that match the criteria of more than one classification will be assigned
to the more restrictive level (for example: if an event meets criteria of both Low Impact and Moderate
Impact events, the event will be classified as having a Moderate Impact). Also, please remember that
this chart is only applicable to “Special Events.” A “Special Event” is an activity that occurs outdoors
and which occurs on City property.

Event Characteristics

CATEGORY

Anticipated attendance at the event will exceed 2,500 people and or event
is expected to require more than $1,000 worth of Extra Municipal Services

HIGH Impact Event
Application Fee $50

Anticipated attendance at the event exceeds 300 people and will require
Extra Municipal Services or cause an impediment/closure to a Public Right
of Way (i.e., street, sidewalk, trail, or similar thoroughfare) or anticipated
attendance at the event exceeds 100 people and will involve the
consumption, selling, or serving of alcohol

MODERATE Impact
Event
Application fee $40

Anticipated attendance at the event is less than 100 people but the event will
require Extra Municipal Services or cause an impediment/closure to a
Public Right of Way (i.e., street, sidewalk, trail, alley, or similar
thoroughfare), or anticipated attendance at the event is more than 50 people
and the event will involve the serving or consumption of alcohol.

LOW Impact Event
Application fee $30

Anticipated attendance is less than 100 people, there will be no impediment
to a Public Right of Way (i.e., street, sidewalk, trail, or similar
thoroughfare), no Extra Municipal Services will be needed from the City
(see page 2), and no alcohol will be consumed at the event.

Negligible Impact –
No event application
needed

Anticipated attendance is less than 50 people, there will be no impediment
to a Public Right of Way (i.e., street, sidewalk, trail, or similar
thoroughfare), and no Extra Municipal Services will be needed from the
City (see page 2).

Negligible Impact –
No event application
needed

APPLICATION DEADLINES
Event applications must be submitted according to the deadlines for each specific event type as
outlined below, and will be accepted no more than one (1) year prior to the date of the event. If the
Licensing Specialist believes that an expedited review is possible, then the Licensing Specialist
shall accept a late application provided that it is accompanied by a late fee in addition to the regular
application fee. The City does not guarantee that any event will be fully reviewed if it is submitted
after the deadline.
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High Impact Events
Applications for High Impact events must be received at least 35 business days prior to the
proposed date of the event.



Moderate Impact Events
Applications for Moderate Impact events must be received at least 25 business days prior to
the proposed date of the event.



Low Impact Events
Applications for Low Impact events must be received at least 10 business days prior to the
proposed date of the event.

Schedule of Late Fees
Application Submitted 1 – 14 days late
Application Submitted 15 – 30 days late
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$25
$75

APPLICATION, AUTHORIZATION, and PERMITTING PROCESS
An application is not considered complete until the application form and the non-refundable
application fee have been received. The review process will determine whether the event is to be
authorized, it will identify which associated permits will be required, and it will help to determine
if any Extra Municipal Services from the City will be required (for a definition of “Extra
Municipal Service,” see page 2).
As the City begins processing the application, the Licensing Specialist will contact the Customer
with updates and requests to facilitate the approval process. Please be aware that the City may
deny any type of event if it is deemed not to be in the best interest of the City or if the event will
create an undue burden on a particular geographic area, to include abutting residents or
businesses.
Following a thorough review, the Licensing Specialist, with input and recommendations from the
affected City departments, will make an application ruling consisting of one of the following:


Approved, No Conditions. Special Event Authorization and any corresponding Permit(s)
approved and issued as requested without conditions;



Approved, Subject to Conditions. Special Events Authorization and any Permit(s)
approved and issued subject to certain conditions deemed reasonable and necessary;



Denied. Special Event Authorization denied.

APPLICATION PROCESS OVERVIEW
 Step 1: Filling out the Application


Customer fills out the Special Event Application, including any required permits.



Every Special Event Application will need to be accompanied by, at a minimum:
1. Application
2. Recurring Events Schedule (if applicable)
3. Application Fee (and Late Fees, if applicable)
4. Site Plan/Route Map
5. Public Notification Plan
6. Restroom Plan
7. Waste Management Plan
8. Emergency Action Plan

 Step 2: Submitting the Application


Customer delivers the completed application to the Licensing Specialist, along with the
Application Fee.
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Licensing Specialist goes through a preliminary review of the Special Event Application
for completeness and clarity. The Licensing Specialist may request revisions or additions
from the Customer; if this is the case, then the revisions will be required before the
processing of the application can begin.

 Step 3: Reviewing the Special Event Application


Licensing Specialist, or designee will provide receipt of application within 5 business days
of submittal.



Licensing Specialist sends the application materials to applicable City departments for
their review.



Regarding the issuance of Permits: Officials from various City departments will review
permit forms and work with Licensing Specialist to obtain more information from the
customer or to request modifications to the application when necessary. Certain types of
permits can be approved or denied in advance of the event, but other permits cannot be
issued until the site has been inspected and/or other final arrangements have been made
by the Customer. Additionally, an event with recurring dates may require multiple
permits; however, this will all be covered under one application.



Regarding the provision of Extra Municipal Services: Officials from the various City
Departments that might need to provide Extra Municipal Services will determine the
scope of the Extra Municipal Services needed. From there, these officials will determine
if the Extra Municipal Services are available, and if so, what the cost would be to provide
those services and will provide documentation detailing these services.

 Step 4: Public Notification


Public Notification Plan: The Customer will develop a Public Notification Plan. The
Licensing Specialist will approve a plan that addresses the needs of the public.



Customer executes the approved Public Notification Plan. Any feedback received by the
Customer will be forwarded on to the Licensing Specialist. All feedback will be compiled
and reviewed by City Staff and conditions may be place upon the Event Authorization.

 Step 5: Pulling it All Together


Licensing Specialist compiles all prepared documentation and permits and calculates the
total fee to provide all permits and Extra Municipal Services. This compiled packet of
information is summarized in the Event Authorization document.
o Important: The Event Authorization may include special restrictions or
requirements on the event so as to limit negative impacts on area residents or
businesses, or to provide for greater public safety.



High Impact events will also require review and approval by the City Manager.

 Step 6: Timing of Authorization



The City of Casper’s goal is to promote events in Casper and to authorize all applications.
However, in order to ensure permit authorization, the City may require various changes
to your event.
Therefore, authorization timeline will depend on many factors such as event size, whether
more information is needed, and whether any changes will be required.
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 Step 7: Issuance of the Special Event Authorization




Customer pays the calculated fee for permits.
Customer provides the Licensing Specialist with certificates of insurance.
Customer signs the Event Authorization.

 Step 8: After the Authorization, but Prior to the Event


Customer follows the payment plan in regards to Extra Municipal Services. Depending
on the services needed, this might entail paying for all or a portion of the services prior to
the event. Vendor list must be submitted to the Licensing Specialist two weeks before the
event date.

 Step 9: Day of the Event
A copy of the Special Event Authorization and all event permits are on site and will be
produced for inspection upon the request of any City official.

 Step 10: After the Event
If applicable, Licensing Specialist sends invoices to the Customer for uncovered services
and damages. Payments are due thirty (30) days after issuance.

APPLICATION CONDITIONS and DENIALS
An authorization may be denied, or conditions placed thereon, based upon considerations of the
health, safety, and welfare of the community, and of the anticipated costs of holding such an event.
Prior experience of the applicant in holding any event, or in holding the Special Event which is the
subject of the application, will be considered and may impact the issuance of Special Event
authorizations and/or permits.
Additionally, the City may base its denial decision on one or more of the following grounds:








The application is not complete;
Required forms and/or documents were not submitted;
The application fee and/or permit fee(s) have not been paid;
Required insurance has not been obtained;
Goods or services will be sold at the event but the applicant has not produced any sales
tax permits for itself or vendors for the event;
The Customer cannot or will not pay the cost for any determined Extra Municipal
Services;
The application and/or its supporting forms contain a material falsehood or
misrepresentation;



It is reasonably believed that the event would cause undo harm or inconvenience to the
participants, community or the surrounding neighborhood.



The Customer and/or its organizational leaders have on prior occasions made material
misrepresentations regarding the nature or scope of any event or activity previously
authorized, permitted, or requested;
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The Customer and/or its organizational leaders violated the terms of a prior authorizations
or permits issued to or on behalf of the applicant and/or its officers;



The Customer is not legally competent to sign a contract or to be held responsible for its
actions;
 The Customer has, on prior occasions, been required to pay for Extra Municipal Services
or damages to City property and has not paid in full for such expenses or damages;
 City resources that would be necessary for the proper and safe conduct of the event are
unlikely to be available at the time of the event.
 The special event use or activities intended by the Customer would conflict with
previously planned events and programs which have been organized by others either
through the use of City facilities or the unavailability of sufficient City resources for the
proposed event;
The City reserves the right to revoke a previously issued Event Authorization if any violation of
law is reasonably believed to have occurred in conjunction with this event or the preparation for
said event, or if the Customer is reasonably believed to have violated any City rule or policy in
regards to his or her preparation for this event, and/or if the Customer has failed to meet his or
her obligations as described under the Event Authorization and/or the associated documents
therewith.
FEES
 Application Fees and Late Fees (if applicable) are due upon the submission of the Event
Application. This fee is non-refundable, and the application will not be reviewed until
the application fee has been received. Payment of the application fee does not guarantee
event approval; however, Customers will have the option to modify dates, locations, and
other aspects of the event in order to win approval.


The Licensing Specialist will attempt to assess the Event Impact Level for each event
when the application is submitted. The Event Impact Level is used to calculate the
application fee, and it will be used to determine whether the Event Application was
submitted on time. If the application was submitted late (see page 10), then
appropriate late fees will apply. Like Application Fees, late fees must be paid before
the Application will be processed.
Event Type
 High Impact Event
 Moderate Impact Event
 Low Impact Event



Application
Fee
 $50
 $40
 $30

It can be the case that a new classification will be assigned during application review,
and this reclassification might affect the fees that would be due from the Customer.

 Payment of Permit Fees is due after the event application has been reviewed. The Event
Authorization will not be issued until all Permit Fees have been paid.
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 Payment for Extra Municipal Services is due upon invoice. The Customer shall be liable
for and shall pay to the City the actual cost of all Extra Municipal Services provided by
the City. Typical Extra Municipal Services include contracted police officers, dedicated
EMT staffing, delivery and collection of trash containers, site preparation at City parks
and facilities, and other such services.


Determining the Types, Amounts, and Costs of Extra Municipal Services
Prior to any approval of a Special Event Authorization, the City Departments potentially
affected by the proposed Special Event shall review the application and report their
respective findings to the Customer and to the Licensing Specialist. These findings may
indicate that Extra Municipal Services are needed.
If Extra Municipal Services are needed, officials from the impacted City Department will
communicate this fact to the Customer, along with a cost estimate for the Extra Municipal
Services to be provided. This communication will occur before the Event Authorization
is issued.

 Refund Policy
There is no reimbursement or refund of application fees or late fees except and unless the
reimbursement would be due to a reclassification of the event from one Impact Level to
another. Fees may be transferable toward future event applications and permits if the
event is cancelled due to inclement weather or other emergency situations, at the
discretion of the City Clerk.
PUBLIC NOTIFICATION PLAN

In an effort to improve communications and to keep citizens, businesses, and other establishments
fully informed of all events that will potentially impact their area, the City requires all Customers
to notify the affected public about their upcoming event. Notification requirements are done at
the expense of the Customer. The Customer will need to submit a Public Notification Plan along
with their application.

 Identifying Affected Parties
Customers must notify all reasonably affected community members, including residents,
businesses, schools, and places of worship about the event, associated road closures, and other
impacts. Additionally, any establishment that will be blocked, detoured, or heavily inconvenienced
must be notified. Neighborhood Partnerships and Homeowner Associations must also be notified,
when applicable. Reasonably affected means if any disruption to a normal commute, accessibility
to homes and businesses as well as loud noises must be notified of the closure.

 Notification Timeline
The following table outlines the number of calendar days in advance of the event that public
notification must be made. Please note that the dates on this chart are the dates upon which the
notification has been completed (i.e., the dates by which all notifications have been received by all
affected parties):
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Event Type
High Impact
Moderate Impact
Low Impact

Notification Deadline
30 Days
15 Days
5 Days

The Customer and the Licensing Specialist will keep records of any concerns or objections
received about the event. The Customer will share any objections with the Licensing
Specialist. Any concerns received will be reviewed, and they will be taken as a factor in the
review of the application.
An event authorization will not be issued until the notification has occurred and objections, if any,
have been reviewed.

 Notification Components
Information to include on all notifications is listed below:
1.
2.
3.
4.

Name of Event
Name of sponsoring organization (if applicable)
Date(s) of event, and for each day, the time it will begin and the time it will end
Description of associated road closures (if applicable) the times that these road
closures will be in effect
5. Description of the event and the noise impacts of the event, such as music or
fireworks, and their timeframe
6. Name and contact information of Customer (including phone number and email
address)
7. Website associated with event (if applicable)

 Approved Notification Methods
A Public Notification Plan will typically include a mix of the following public notification
methods:


Option 1: Mailed Postcards.
Customers may mail standardized postcards to the affected community members. The
goal of the postcard requirement is to build a notification pattern that is consistent,
highly visible, and recognizable to the public.



Option 2: Individual Communication.
The Customer may individually contact affected community members in person, over
the phone, or via email. If this notification method is used, then a log of these
interactions must be kept, and upon completion of this activity, the log must be
submitted to the Licensing Specialist.



Option 3: Apartment or Business Complex Notification.
The Customer may coordinate with property managers to alert all tenants of a large
complex via the preferred communication method of the complex. Proof of this
alternate form of notification must be submitted to the Licensing Specialist.
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The Customer may utilize a combination of the above methods for notification, or may submit a
suggested alternative method. For reoccurring events please provide a notification plan that takes
its recurring nature into account.
The City of Casper encourages Customers to use additional notification means such as social
and broadcast media, local calendars, and press releases as a way to supplement any
notification already called for in the events guide.
INSURANCE REQUIREMENTS and INDEMNIFICATION

In order to receive an Event Authorization for an event that will occur on City property and 100
or people will attend, the Customer will need to provide the City with a certificate of insurance,
and the certificate will need to list the City of Casper as an additionally insured party. The
required elements of the insurance policy will vary depending on the activities that your event
will entail.

 Comprehensive General Liability - (Required for all events)
The Customer will need to provide Insurance Services Office Form CG 00 01 covering
comprehensive general liability (CGL) on an “occurrence” basis, including products and
completed operations, property damage, bodily injury and personal & advertising injury with
limits no less than $250,000 per occurrence. If a general aggregate limit applies, either the general
aggregate limit shall apply separately to this project/location (ISO CG 25 03 or 25 04) or the
general aggregate limit shall be twice the required occurrence limit.
This CGL policy must specifically include the City of Casper as an additionally insured party. It
is common for organizations such as non-profit and for-profit corporations to carry a
comprehensive general liability insurance policy for that organization’s general activities, and it
might be the case that events are already covered by that policy. If this is the case, then the
Customer may want to contact their insurance provider to arrange for the issuance of a certificate
of insurance that specifically lists the City of Casper as an additionally insured party.
Please use this as the wording on the certificate of insurance: City of Casper, its employee, agents,
officers, officials, and volunteers as additional insureds.

 Indemnification – (Required for all events)
As a condition of Event Authorization, the Customer will need to indemnify the City of Casper,
including its officers, officials, employees, agents, and contractors. An indemnification clause
will be included in the Event Authorization.

 Third Party Insurance for High Risk Activities - (Not applicable to all events)
Certain kinds of safety sensitive activities will need to be specifically covered by the insurance
policy. These activities are commonly excluded from standard CGL policies. Safety sensitive
activities include, but are not limited to activities such as:




Inflatables (such as bouncy houses)
Amusement houses (such as fun houses or haunted houses)
Carnival-style rides
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Fireworks and pyrotechnics
Bonfires and open flames

If the event will feature this sort of activity, then the Customer will be required to provide the
City with a certificate of insurance that specifically includes coverage for that activity. The City
of Casper reserves the right to require additional insurance for events based on the specific
activities that will occur as a part of that event.
Coverage of this sort should be on an “occurrence” basis, including products and completed
operations, property damage, bodily injury and personal & advertising injury with limits no less
than $1,000,000 per occurrence. The certificate of insurance may be held by the Customer or by
the vendor that is specifically managing this portion of the event, but in either case, the certificate
must include the City of Casper as an additionally insured party.

 Liquor Liability - (Not applicable to all events)
If the responsible organization will be supplying alcoholic beverages, then the general liability
insurance must specifically include host liquor liability coverage. If the responsible organization
is using a caterer or other vendor to supply alcohol, then that vendor must have liquor liability
coverage in addition to the Customer’s host liquor liability coverage. If the responsible party
intends to sell alcohol, then either the responsible party or the vendor providing the alcohol for
sale must have a valid liquor sales license, and the vendor’s liquor liability coverage will need to
specifically include coverage for the sale of alcohol. The limits for each of these coverages shall
be no less than $1,000,000.

 Automobile Liability - (Not applicable to all events)
If the event will involve motorized transportation (such as shuttle bussing, or valet parking) then
the Customer will need to have automotive insurance. If the vehicles are owned by the host
organization, then the Customer will need to provide Insurance Services Office Form Number
CA 0001 covering Code 1 (any auto). If the vehicles are not owned by the host organization,
then the Customer will need to provide Insurance Services Office Form Number CA 0001
covering Code 8 (hired) and Code 9 (non-owned). All auto coverage must have a limit of no less
than $1,000,000 per accident for bodily injury and property damage, and all auto coverage will
need to list the City of Casper as an additionally insured party.
In Closing…
Again, thank you for choosing Casper to hold your event. Please contact the Licensing Specialist
throughout the process with any questions you may have. We look forward to helping you conduct
a safe, successful, and fun event!
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