Current Process

Special Event

Clerk Received

A4

. istri Clerk refers to
Special Event Request on Paperwork is Paperwork Special Event Clerk Distributes Clerck plac'(les e
is requested Special Yes | filled out and N Information / Paperwork is Cost Sheets to on Counci pp p

in various pecta > sent to Parks Complete Yes lerk Departments Agenda committee
; | Events : \ Parks _| sentto Cler
orms. le:
. Forms Department Department
email, letter or Clerk :
Received
A
No 4 Paperwork
v
i i Clerk sends
Clerk readies Committee A db y . lerk Checks fo Yes City Attorney
paperwork for recommends pproved by €s approval Insurance is |
. —> roves
i — Wi Common T letterto received. complete Approv
Committee approval or denial \ ‘ Insurance Insurance
' i Council requestor &
Approval to Council q

.|

Clerk sends
denial letter
to requestor

asks for
insurance

No

Event is Held




New Process

Special Event
Paperwork is
filled out and
sent to Parks
Department

Park Staff

Park staff prepares
agenda for weekly
Monday Special

Business Manager

| Clerk sends
denial letter
to requestor

requestor &
asks for
insurance

Clerk places
information
report For Council
on consent
agenda to place
on file.

Information Yes | istributes Cost Special Events assembles
—p i —_— . —_—
Complete Sheets to Evzn:'s fc.):r;mttee Committee information
and distributes.
Departments Cutoff is end of Approval report For Council
utoffisend o
Sends to Clerk
business day on
Wednesday for
No Monday meeting..
Clerk sends ek Checks
erk Checks fo i
approval ) City Attorney
letter to - .Insura.ncg I complete Approves
is received. Insurance Insurance

Event is Held




