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1 SPECIAL EVENTS APPLICATION 

Hosting a Special Event on Town of Gypsum property? The permit process for a Special Event Permit begins with the applicant 

completing the online application and submitting it. Fees will be required shortly after submission and will vary depending on the event.  

APPLICATIONS AND REQUIRED ATTACHMENTS ARE DUE 60 DAYS PRIOR TO THE EVENT 

 

After review of your application by staff, you will be notified if your event requires other permits, additional information, and/or a 

meeting with the Special Projects Coordinator. Fees and damage and/or security deposits will be determined at this time. The Town of 

Gypsum Municipal Code is attached to this application for your reference. 

 

 FEE & DEPOSIT SCHEDULE – Mark an X next to the size of event 

 Use Type & 

Event/Group Size  

General 

Fee  

Non Profit  Govt. Agencies  Deposit  

(refundable)  

Gypsum 

Community 

Organizations  

 1-100  $200/day  $100/day  Waived^  $500 Negotiable 

 101-500 $250/day  $125/day  Waived^  $500  Negotiable 

 501+ ** $400/day  $175/day  Waived^  $2000  Negotiable 

 ** Must provide a certificate of insurance with a $1,000,000 combined single coverage plan naming the Town of Gypsum, its 

officers officials and employees as  additional insured.  
 

Here are some additional paperwork that may be required: 

 

Event with Liquor – Attachment A 

Off Duty Law Enforcement Staff – Attachment B 

Traffic Control Plan/Street Closures– Attachment C 

Vendor Sales Tax Information & Application- Attachment D 

 

If you come across something you are not sure of, or if you have additional questions please feel free to contact our Special Project 

Coordinator, Krista DeHerrera at kdeherrera@townofgypsum.com 

 

Name of Event _________________________________________________________________________ 

Name of organization holding event 

___________________________________________________________________________________________ 

Contact Name _________________________________________________________________________________ 

E-mail: ______________________________________________________________________________________ 

Phone #: _______________________________ Alternative Phone #: _______________________________________ 

Mailing Address: ________________________________________________________________________________ 

City: _________________________ State: _________________ Zip: _____________ 

Date of Event: ___________________________________ 

Hours of Event: _________________________________________________________________________________ 

Set-up dates and hours: ____________________________________________________________________________ 

Clean-up dates and hours: __________________________________________________________________________ 

Location of event: Site plan must be included 

_____________________________________________________________________________________________ 

List event activities: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Event staff and on-site responsible parties and their contact information 

1)__________________________________________________________ Cell __________________________  

Email________________________________________________________ 

2) __________________________________________________________ Cell __________________________  

Email________________________________________________________ 
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Application Checklist:  

 

 Number of estimated daily and peak attendance (including event staff) __________  

 Town facilities being utilized? ___________________________________________________________________ 

 Ticketing/charges for event attendance (if applicable) ___________________________________________________ 

 Off-site and on-site temporary signage (location, material, posting methods, size) 

________________________________________________________________________________________ 

 Number, Type, size of temporary structures to be erected for event 

________________________________________________________________________________________ 

 Will alcohol be served at the event? ______*If yes, Fill out Attachment A: Liquor Application 

 Will there be amplified sound activities (i.e. live music, DJ, or other loud noises) _________  

 What emergency services are being provided and contacts from each agency  

FIRE ____________________________________________________________________________________ 

AMBULANCE ______________________________________________________________________________ 

SECURITY ________________________________________________________________________________ 

 Do you require Off Duty Law Enforcement Services? _____*Fill out Attachment B: Law Enforcement Request  

 Will there be a need for services for public works? (i.e. barricading, electricity, staff, etc...) _______ 

*If yes, the Special Event Coordinator will contact you regarding any possible needs of the Public Works Department.  

 Potential of event to incur nuisance issues such as smoke, dust, dirt, odors, vibrations, etc… _______  

If yes, explain   ______________________________________________________________________________ 

 How do you plan to remove Refuse or garbage? 

_________________________________________________________________________________________ 

 Will there be street closures required? _______ *If yes, Fill out Attachment C: Traffic Control Plan/Street Closures. 

 Number of vendors and type of products 

_________________________________________________________________________________________ 

*If yes, fill out Attachment E: Sales Tax Permit 
** All Food Vendors must follow all State of Colorado Health Department Food Service Regulations www.colorado.gov/cdphe 

 The Town of Gypsum will require event producers to provide portable restrooms for your event. Please include these numbers in 
your site map. 

# of patrons Regular Potties ADA potties Hand wash Stations 
50-100 1 1 1 

101-250 2 1 1 

251-500 3 1 2 

501-1000 4 2 2 

*If alcohol will be served, add one regular potty per 500 people;  **If above 1000 people, TOG will consult on quantity of potties required. 

 

Please attach a site plan of event activity areas. If event has multiple facility locations as part of the overall event, a site plan is required 

for each location*Attach Site Map 

 Site plan(s) should include:  

a. Areas to be used with dimensions 

b. Locations of temporary structures (i.e. tables, 

tents, play areas)  

c. Landmarks such as streets, buildings, etc… 

d. Parking areas for event 

e. Restricted areas such as beer gardens, security 

areas, etc… 

f. Temporary restroom facility areas and how these 

services are being provided - 

g. Temporary trash receptacle facility areas and how 

these services are being provided 

h. Food or product vendor locations   

i. Designated access points if applicable 

j. Temporary sign locations 

k. Road closure areas and traffic control methods. 

Licensed traffic controllers are required for traffic 

direction.  

l. Location of any additional lighting equipment 

m. Amplified sound areas for music, movies, bands, 

etc… 

n. Temporary fencing or barriers restricting 

pedestrian movement  
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Submittal of this application does not guarantee approval for the special event(s). Written notification of approval conditions or denial 

reasons of the permit will be provided 10-15 days after application submittal.  

 

_____________________________________________  _____________________ 

Signature         Date 

____________________________________________ 

Print Name 

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

 
 

DEPARTMENTAL APPROVAL 

Special Projects  

____________________________________________ Date __________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Sheriff’s Office 

____________________________________________ Date ___________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Planning/Building  

____________________________________________ Date __________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Town Clerk 

____________________________________________ Date __________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Public Works  

____________________________________________ Date __________________________________ 
Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Finance Department 

____________________________________________ Date __________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Town Manager 

____________________________________________ Date __________________________________ 

Comments: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 



                  

Event: ______________________________________________________ 

4 SPECIAL EVENTS APPLICATION 

TOWN OF GYPSUM MUNICIPAL CODE 

 

Chapter 18.18 

SPECIAL EVENTS PERMITS 

 

18.18.010 Consent to Use Town Property. 

Consent of the Town is required to use any Town park, recreational property or other properties and facilities owned or operated by the 

Town, except as otherwise permitted by the Gypsum Municipal Code and rules or regulations associated with such property. In 

evaluating any request to use a Town property or facility, the Town shall determine whether such use shall be allowed only pursuant to a 

special events permit. 
 

18.18.020 Special Events Permits. 

A special events permit granted pursuant to this Chapter is required in advance for all events occurring on or after June 1, 2009 which 

are held on or in Town parks, recreational properties or other properties and facilities owned or operated by the Town where the 

activities or uses associated with the event: 

A. Are not allowed by the applicable zoning, or a special use permit, conditional use permit or zoning variance; or 

B. Would otherwise violate the Gypsum Municipal Code; or 

C. Are determined by the Town when evaluating the request to use the Town property or facility to require special conditions to mitigate 

the anticipated impacts from the special event on adjacent property, the neighborhood, and the public. 

 

18.18.030 Special Events Permit Holder Rights. 

A special events permit shall allow the permit holder to conduct the event for the time period, activities and uses specified in the permit, 

subject to compliance with the conditions of the permit. A special events permit shall be valid for a specific period of time, not to exceed 

one hundred twenty (120) days, and shall not be transferable. 

 

18.18.040 Application Procedure. 

Applications for a special events permit shall be submitted to the Senior Planner no later than sixty (60) days prior to a proposed special 

event. No more than one special events permit application shall be required for any organized special event, such as a festival, involving 

more than one activity or site or held for a duration of more than one day or for a series of periodic, related events, so long as the 

application is otherwise complete as to each such activity, site, occurrence or time period. 

A. The Senior Planner shall refer the application for comments to other departments or agencies, as determined by the Senior 

Planner to be appropriate. 

B. The Senior Planner shall determine whether to approve, approve with conditions, or deny the special events permit application. 

C. The Town shall publish notice of a decision to approve or deny a special events permit at least thirty (30) days prior to a 

proposed special event. 

D. Any person alleged to be negatively affected by the granting or denial of a special events permit application may file with the 

Senior Planner a written appeal of the decision within seven (7) days after notice of the decisions is published. The Town 

Council shall hold a hearing to consider the appeal upon not less than three (3) days notice to the applicant and the person 
filing the appeal. An administrative appeal to the Town Council is a requirement of any judicial challenge or appeal to the 

approval or denial of a special events permit, any of the permit conditions or the holding of the event based on the terms of an 

approved permit. 

 

18.18.050 Grounds for Approval or Denial. 

A. A special events permit application shall be approved by the Senior Planner if, based on conditions and requirements imposed 

upon the permit, it meets all of the following criteria: 

1. The applicant has obtained permission to use all properties or facilities associated with the special event. 

2. The proposed special event will not be detrimental to property or improvements in the surrounding area or to the public 

health, safety or general welfare. 

3. The particular location requested can reasonably accommodate the special event, given the proposed nature, size, or 

duration of the event. 

4. The applicant complies with any other required approvals, conditions or permits. 

5. The proposed special event shall not create an unreasonable risk of: 

a. Significant damage to public or private property; 

b. Injury to persons; 

c. Public or private nuisances; 

d. Unsafe impediments or distractions to, or congestion of, vehicular or pedestrian travel; or 

e. Unduly burdensome police, fire, trash removal, maintenance, or other public service demands. 

6. The time and location for the proposed special event is not already permitted or reserved for other activities. 

7. The applicant has provided sufficient proof of liability insurance to reasonably cover any potential claims that could arise as 

from the special event, the policy for which shall name the Town as an additional insured. 
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8. The applicant shall agree to indemnify and hold the Town harmless for any and all claims and liabilities arising from the 

special event. 

B. Prior approval of a special events permit shall not be grounds for requiring a permit to be issued for any other event requested to 

be held by the same applicant, or any subsequent occurrence of the same or similar event. 

C. Failure of an applicant to conduct a previous event in compliance with applicable laws, regulations or permit conditions shall be 

a basis of denial of a special events application. 

 

18.18.060 Conditions and Restrictions. 

A. The following restrictions shall apply to all special events permits: 

1. Permanent alterations to the site inconsistent with applicable zoning are prohibited. 
2. Permanent signs are prohibited. All approved temporary signs associated with the temporary use shall be removed when the 

activity ends. 

3. Except for variances or exceptions specifically allowed by the special events permit terms, which may include but not be 

limited to exceptions to requirements or limitations regarding zoning, noise, curfew and operation of vehicles and 

movement of pedestrians, the special event shall be conducted in compliance with all provisions of the Gypsum Municipal 

Code and applicable local, state and federal laws and regulations. 

B. In approving special events permits, the Senior Planner may impose such conditions reasonably necessary to reduce or minimize 

potential unreasonable adverse impacts upon the health, safety, convenience or general welfare of the citizens of the Town. The 

Senior Planner shall consider characteristics of the proposed event including but not limited to the frequency, duration, hours 

and days involved in the special event, the number of persons attending, and the number of properties and persons affected. 

Significant, frequent impacts of long duration between the hours of 11:00 p.m. and 7:00 a.m. that are specific to one or a small 

number of properties or persons, shall require greater consideration of mitigating conditions than impacts of less significance, 

frequency and duration occurring between 7:00 a.m. and 11:00 p.m. that are general to large neighborhoods or the Town or the 

public as a whole. 

C. Permit conditions may include, but are not limited to, the following: 

1. Requirements for adequate parking. 

2. Requirements for adequate pedestrian and vehicular access and egress. 

3. Requirement for adequate emergency services access. 

4. Requirements for adequate traffic control. 

5. Limits on lighting, sound volume, noise, vibrations, smoke, dust, dirt, odors, gases and heat. 

6. Regulation of temporary buildings, structures, and facilities, including placement, height and size, location of equipment 

and open spaces, including buffer areas. 

7. Provision of sanitary facilities. 

8. Provision of solid waste collection and disposal. 

9. Requirements of trash and debris clean up at the site of the special event and any other public or private property potentially 

impacted by the special event. 

10. Provision of security and safety measures. 

11. Provision of emergency services, including emergency medical services. 
12. Modification or elimination of certain proposed activities that may have unmitigated and unreasonable adverse impacts. 

13. Limitations on the duration, days and hours of public or private attendance at the special event. 

14. Limitations on the duration, days and hours of set up, tear down and clean up for the special event. 

D. Submission of a performance bond or other financial guarantee to ensure that any temporary facilities or structures used for 

such proposed temporary use will be removed from the site within a reasonable time following the event and that the 

property will be restored to its former condition. 

E. The Senior Planner, Special Events Coordinator or the Code Enforcement Officer may temporarily suspend any special events 

permit and order a special event to discontinue operations for violation of the terms of this Chapter or the terms or conditions 

of the permit. The provisions of this Chapter and terms and conditions of any special events permit may be enforced by an 

action brought in the Municipal Court, which shall have the power to revoke any special use permit and impose fines and 

penalties as provided generally for violations of the Gypsum Municipal Code. 

 

18.18.070 Lundgren Theatre Sound Amplification Events. 

The Lundgren Theater is designated as an adequate and suitable place for holding events that require sound amplification. The Town 

Council may from time to time by resolution designate other areas within the Town as appropriate for sound amplification. The Senior 

Planner may establish regulations regarding acceptable decibel levels and time periods for sound amplification at the Lundgren Theater 

and any other areas designated by the Town Council as adequate and suitable for events that require sound amplification. In no event 

shall permitted decibel levels for the Lundgren Theatre or other areas designated as adequate and suitable for sound amplification 

events exceed 120 dB at the nearest residential property line. 


