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Special Event Permit Application 

Lake County Government 
 

APPLICATION INSTRUCTIONS AND GUIDELINES 

 
Lake County Government regulates Special Events that are held in Lake County, Colorado.  Special Events 

specifically include, but are not limited to, festivals, carnivals, circuses, concerts, bazaars, fairs, derbies, rodeos, 

tent meetings, religious, civic and other similar groups, crusades, outdoor events and assemblies, bicycle races, 

foot races or walks, motorized vehicle events, sled dog races/events, snowmobile races/events and cross country 

races/events.  Any event that expects to, or could potentially, use County services, (food inspection, emergency 

services, law enforcement, road and bridge, or search and rescue etc.) or expect to impact any county right-of 

way, or has twenty-five (25) or more participants and spectators at any one time is required to complete a Special 

Event Permit Application.  Private gatherings at a private residence do not require a Special Event permit. 

 

Special Event Permit applications should be submitted far enough in advance to allow for adequate review time 

and scheduling, but not less than ninety (90) days** prior to the proposed Special Event date.  (NOTE: If the 

Special Event is proposing the distribution of alcohol by any sponsor or vendor, Liquor Licensing will be required 

and a separate process through the County Clerk’s office is necessary.  Liquor Licensing requires a minimum of 

three (3) months to process.  Events with more than 500 entrants will require a coordination meeting prior to 

getting the approval of the County Commissioners, which will require additional review time.) 

** Commercial Filming/Photography shall apply no less than 14 days prior to shooting on location in Lake 

County. 

 

COVID PANDEMIC RESPONSE – ALL approved permits shall be conditioned upon Public Health 

regulations.  Permits may be subject to postponement and possible cancellation, dependent on the local health 

regulations at the time of the event.  

 

Special Event Application:  If the event is to occur within both the City and County, you will also need to contact 

the City of Leadville for their requirements.  

Please contact:  Sarah Dallas -City Administrator; 719.486.2092; adminservices@leadville-co.gov 

 

Completed Application:  Submit the application with the non-refundable review fee (Payable to Lake County 

Treasurer) to Lake County Building & Land Use Department, P. O. Box 513, Leadville, CO 80461, to begin the 

process.  – We also accept electronic checks at no fee and credit/debit card payments with a 3% processing fee. 

You may call the main line 719.486.2875 to process payment. 

   

 

Upon a completed application, staff will route the application to the following departments/organizations 

for review (additional agencies may be added as needed): 

➢ Lake County Public Health Agency- Jackie Littlepage, Colleen Nielsen 

➢ Lake County Road and Bridge – Michael Irwin, Mabel Bogart 

➢ Lake County Sheriff’s Department – Sheriff Amy Reyes  

➢ Lake County Office of Emergency Management – Cailee Hamm 

➢ Lake County Search and Rescue – Anita Mason 

➢ Lake County Recreation Department – Amber Magee 

➢ Lake County Clerk and Recorder – Patty Berger (Liquor License – County) 

➢ St. Vincent General Hospital Ambulance Service – Jeramiah Grantham 

➢ Leadville/Lake County Fire Department – Chief Daniel Dailey 

➢ Leadville/Lake County Fire Marshal – Steve Boyle 

➢ Colorado Department of Transportation – Alan Clubb 
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➢ Cloud City Conservation Center (Recycling)- Emily Olsen 

➢ Leadville City Administrator - Sarah Dallas  

  

 

Annual Events:  For events that will be held annually, applicants may reserve dates for up to three (3) consecutive 

years for each event.  However, a separate permit application will be required to be submitted each year.  In 

order to reserve the dates, the application fee must be paid for each reserved year at the time of reservation.  Please 

note that reserving dates does not guarantee permit approval. On the final year of a multiyear reservation, an 

additional duration of up to three (3) consecutive years may be reserved. 

 

Additional fees:  There may be separate additional fees per the requirements of each department/organization 

based on the types of services needed.  Fees will be submitted to each individual department/organization as 

instructed and returned to the appropriate entity along with any required contracts (i.e., ambulance services from 

hospital, off-duty deputies for security or traffic control, etc.). 

 

All events with 250+ participants (total of entrants, spectators, & staff) may require the hiring of a 

dispatcher through the Lake County Sheriff’s Office (LCSO).  This dispatcher will be on hand and dedicated 

to the event on a contingency basis at a rate of $35/hr.  If the Mobile Command Vehicle is required (determined 

by LCSO), an additional fee of $378.00/day will be assessed. Payment MUST be made in full and in advance no 

less than 30 days prior to the event.  Forms may be obtained from and paid through the LSCO.  A receipt of the 

transaction must accompany this application. 

 

*Upon review of the application, the LCSO may determine that the event does not have adequate staffing or 

adequately credentialed staff and may REQUIRE law enforcement to be hired for traffic or security. 

 

Liability Insurance:  Please attach a copy of your organization’s general liability policy, Naming Lake 

County as an Additional Insured/Certificate Holder.  The insurance policy will then be reviewed to determine 

if coverage is at an appropriate level as established by the issuing entity.  Liability insurance must remain in effect 

for the duration of the Special Event.  At a minimum, the applicant must have an insurance binder showing 

coverage of not less than $100,000.00 per occurrence.  Issuance of a Special Event Permit does not create any 

liability for any entity involved in the issuance of the permit outside of their normal responsibilities under 

Colorado Revised Statues.   

 

Release of Liability: A Release of Liability clause below must be presented to all attendees of the event and by 

participating in the event they agree with the following statement.  I hereby Release, Waive and Covenant Not to 

Sue: Lake County, all Event sponsors, and all Host Cities, Local Organizing Committees, Venues and Property 

Owners upon which the Event takes place, Law Enforcement Agencies and other Public Entities providing support 

for the Event, and each of their respective parent, subsidiary and affiliated companies, officers, directors, partners, 

shareholders, members, agents, employees and volunteers (Individually and Collectively, the “Released Parties” 

or “Event Organizers”), with respect to any liability, claim (s), demand(s), cause(s), of action, damage(s), loss or 

expense (including court costs and reasonable attorney’s fees) of any kind or nature (“Liability”) from my use of, 

presence at or participation in the Event, which may arise out of, result from or relate to the ordinary negligence 

of the Released Parties.  

 

Clean-up:  After every event, if refuse has not been disposed of by the applicant, Lake County will bill the 

applicant for clean-up and disposal costs and/or deduct from facility deposit fees.  Failure to clean-up after an 

event may constitute denial of future permits.   

 

Refunds:  The applicant may request fees be returned if, after the permit has been issued, there is a cancellation 

of the Special Event due to weather or extenuating circumstances.  The entity or entities that imposed the fee(s) 

will determine if a cancellation has occurred and a refund is due.  The review fee is non-refundable. 
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Any refunds shall be returned within thirty (30) days after the event date. 

 

 

Once all of the information has been reviewed and all issues have been addressed within the time frame outlined 

above, the applicant will be contacted by the Building & Land Use Department as to whether the application has 

been approved, approved with conditions, or denied. 
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Special Event Permit Application 

Lake County Government 

 

 

Date:         DO NOT LEAVE ANY BLANKS 

 

Name of Event/Type of Event:             

 

Date(s) of Event:        Time(s) of Event:     
                

                

 

Description of Event/Scope of Activities; include a brief route description and facilities needed: 

               

               

               

               

               

                

 (Attach a separate sheet if needed) 

 

Applicant Information: Organization Name:            

 

    E-mail:            

     

    Contact Person(s):_____________________________Phone:________________ 

 

         ______________________________Phone:________________ 

 

    Address: __________________________________________________________ 

 

Responsible Party for Day of Event: Name:            

 

Contact Name(s) and Mobile Phone Number(s)-Day of Event:         

 

                                                         _______________________________________ 

 

Number of Participants:     Entry Fee per Participant:      

 

Number of Vendors:       Number of Spectators:      

 

Type of Vendors:         ____________________________________ 
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Special Event Application 

Lake County Government 

Vicinity Map/Site Plan 

 

1. Attach a vicinity map for each event application.  Indicate the following items:            

 

                Route access and circulation        Aid stations and rest stops 

 

2. Attach a site plan map for each event application.  Indicate the following items as applicable: 

 

 Security Personnel / Route Marshals 

Will your event involve multiple Law Enforcement Agencies or Private Security? (List outside agencies involved 

and status of their approval/qualifications):            

 

Will your event affect the normal traffic flow on any roadway? (If the combined total is 250 or more – entrants, 

staff, & spectators & you are using any County Roads, please refer to the requirements from the LC Sheriff’s 

Office)          If yes how will it be interrupted?        

      ______________________________________________________ 

 

*Road crossings and or closures of State Highways will require permission/approval from the State Patrol or 

CDOT. 

 

*All road crossings and/or closures for an event will require CDOT certified flaggers.  Evidence of 

certifications (CDOT issued card) must be provided for all flaggers that are to be used for the event. 

 

Do you anticipate hiring Uniformed Deputies from the Lake County Sheriff’s Office for ground security or 

traffic direction?    If yes, (Refer to County Staff for the Extra Duty Request Form to be completed 

and returned) – 

 

*Upon review by the Lake County Sheriff’s Office, events may be required to either hire Uniformed Deputies 

or provide private Security/ Certified Flaggers as a condition of approval. 

 

 Event Coordination/Equipment 

Please provide either the company providing set-up/equipment rental (cones, fencing, bleachers, barrier 

material, etc.) with a set-up and tear down plan or how the event will handle these logistics. 

 

_______________________________________________________________________________________ 

* Equipment rental and staff set-up/tear down may be available through the County subject to fees. An 

approved Facility Rental Request Form, specific to equipment and staff hours must be submitted with this 

application. 

 

 Parking / Traffic Flow 

List event parking areas:              

 

Authorized personnel to direct traffic are:           

 

Will you have off-site parking? _________If yes, how will you be moving people to the event site?  

                

 

Number of parking spaces available:             
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Will your event seek to obtain authorization to park vehicles on any public roadway?    (If so, list the 

roads):                

 

 

 

 First Aid and Emergency Services 

Describe the plan for communications to be used for event operations and in case of an emergency (i.e. radios 

with designated channels, cell phones, etc). Radios are no longer available through the Sheriff’s Office due 

to continued loss._______________________    ____     _____

 ___________________________________________________________________________________ 

 

Indicate routes for Emergency Management Services and Fire Crew access.      

                

Describe Emergency Management Services Arrangement/Plan:         

               

                

Describe the COVID Safety Operational Plan in Detail:  _________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

 Water Stations 

Describe water source and method of distribution.  Water supply must meet State potable standards as follows: 

➢ Drinking water and ice must come from an approved source such as commercially bottled water or 

manufactured ice or water from a regulated public drinking water system. 

➢ Private water wells are not regulated for quality or safety. 

➢ Applicants must name the source of the water they provide and whether it is commercially packaged or 

provided in approved sanitary dispensers. 

➢ Water that is not commercially prepackaged must be served from sanitary, tightly covered containers 

with a spigot that is specifically designed for potable beverages. 

➢ At no time shall hands come in contact with drinking water or ice.  Appropriate scoops with handles 

must be provided and used for dispensing ice. 

 

Event organizers are required to sanitize water dispensers using the following procedure prior to filling with 

drinking water: 

➢ Thoroughly rinse the container for at least 2 minutes with a solution of 1 teaspoon of regular bleach per 

1 gallon of clean water (no scented products as they are toxic). 

➢ Empty the container through the spigot. 

➢ Allow the container to thoroughly air dry before filling with drinking water. 

Is event providing water to participants? _________________________________________________________ 

 

If yes, describe water source and method of distribution: ____________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

 Food service 

Any event that will have food served to the participants or spectators of the event must meet applicable State 

and County Food Service Licensing requirements, which are available at the Lake County Public Health 

Agency. (Additional fees may be required).   
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Describe food services for this event:            

               

                

 

List all food vendors (All must meet applicable State and County Food Service Licensing requirements): 

               

               

                

 

 

 Alcohol Usage 

Any event that will have alcohol served to the participants or spectators of the event must submit a Colorado 

Department of Revenue Liquor Enforcement Division Application for a Special Event Permit. For questions on 

how to obtain an application, contact the Lake County Clerk and Recorder’s Office at 719-486-4134. 

Please allow a three month time frame for this process! 

 

Is alcohol service planned for this event? __________ If yes, explain:       

               

                

                

 

 Sanitation Facilities (Portable Toilets) 

Describe the sanitation/waste disposal plan.  State law requires a minimum number of sanitation facilities as 

follows: 

➢ 51 - 100 People = 4 facilities    201- 400 People = 8 facilities 

➢ 101 - 200 People = 6 facilities   401 + People = 12 facilities 

At least one of the facilities shall be handicapped accessible. 

 

Provisions shall be made for disposal of additional wastewater (portable sinks, portable showers, etc.) generated 

at the event and approved by the Lake County Public Health Agency.  

 

Number of sanitation facilities provided: ________________________________________________________ 

Describe disposal plan: ______________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

 Trash Receptacles / Dumping / Recycling 

A sufficient number of trash receptacles along with frequent removal of trash throughout the event are required 

to maintain a rubbish free event. 

 

Lake County encourages recycling, but for events with more than 500 participants, recycling is required.  

(Available at the Lake County Landfill or through arrangements with Cloud City Conservation Center,  

719-465-6164, www.cloudcityconservation.org). Collapsible recycling bins are available at no charge from 

Cloud City Conservation Center - http://cloudcityconservation.org/recycle/eventrecycling/ 

 

Number of trash receptacles to be provided: ______________________________________________________ 

 

Describe disposal plan to include the contractor providing service, as well as a plan for litter control and clean-

up:                

                

  

http://www.cloudcityconservation.org/
http://cloudcityconservation.org/recycle/eventrecycling/
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Describe recycling plan and disposal of recyclables to be coordinated with Cloud City Conservation Center 

719-465-6164.               

             ____________ 

 

 

 Requirements 

Events over 500 people serving food or drink are required to have recycling. There is to be a one to one ratio 

between trash and recycling bins.  

Type of recycling required:   

Plastic and Aluminum (mixed container bins). 

Cardboard (dumpster or other plan required).   

A plan for recycling that includes hauling and overnight bear-proof storage if applicable.  Event organizer 

must review recycling plan with Cloud City Conservation Center. 

 

 Provide a copy of waiver that participants must sign for the event. 

 

 Utilities 

Describe the utilities that are required for this event, including all electrical and gas needs for lighting, cooking, 

operating event activities, etc.  Describe the sources that are to be used and attach any approvals that may be 

necessary for accessing these utilities.  If the event is to occur at night, describe how lighting will be provided. 

 

Describe utilities required for this event:           

               

                

 

Will this event require a sound system/amplification? __________ If yes, describe system to be used:   

               

                

 

 Signage 

List and describe the type of signage that is proposed to be used for this event and its purpose.  Attach a 

diagram of each type of sign describing the text, size, height, and materials proposed, with a map showing their 

locations.  All traffic signs on State Highways must meet the Manual of Uniform Traffic Control Devices 

standards.  All event related signage must have name and date(s) of event. 

               

               

                

                

 

 County Facilities (i.e. buildings, trails, open space, parcels, etc.) All Lake County owned facilities require a 

Facility Rental Request to be completed. (Contact Amber Magee 719-486-7486 for a fee schedule for the 

different facilities/equipment and the required form.) 

□Kendrick Park   □Community Park Field   □Sixth Street Gym                                                  

□Community Park Field Parking Lot □Leiter Field or Parking Lot   □Skyline Field                                                      

□Courthouse Lawn or Parking Lot □Twin Lakes Fire Station   □Kiddie Corral                            

□Dutch Henri Hill or Parking Lot □Harrison Field    □Rodeo Arenaor Pens                    

□Swimming Pool Party Room  □Ice Palace Park    □Baker Field                          

□Ice Rink (winter) or Whitetop (summer) □Senior Center Basement  □Other (list facility below) 
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 Animals / Pets 

Lake County requires animals to be under physical control using a leash no longer than 10 feet in length and 

held by a responsible person at all times. 

 

Will pets/animals be allowed at this event? ______ If yes, what types of animals: ______________________ 

 

Describe types of activities involving animals: 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Accessing Public/Private Land (i.e. BLM, USFS, BOR, State of Colorado (including CDOT) or Private 

Land Owners) for an Event.  Permission from BLM, USFS, BOR, Colorado State and/or Private Land Owners, 

shall be obtained and documented in writing prior to an event being approved by the Lake County Building & 

Land Use Department.  BUREAU OF RECLAMATION (BOR) must approve any event crossing  Turquoise 

Dam, Mt Elbert Forebay, or Twin Lakes Dam. 

 

 

Acknowledged & Accepted by: 

 

___________________________________   _____________________________________ 

Printed Name        Signature/Date 

 

OFFICE USE ONLY  

 

 

The approval of this Special Event Permit,                          ,  

is subject to the attached (if any) conditions and criteria outlined by the applicable authorizing 

departments/organizations and the application materials on file. 

 

Lake County Building & Land Use Approval 

(For Events with up to 500 entrants) 

 

           

Lake County Building & Land Use    Date 

 

 

Lake County Commissioners Approval 

 (For Events with more than 500 entrants) 

 

                

Kayla Marcella, Commissioner Date   Sarah Mudge, Commissioner  Date 

 

         

Jeff Fiedler, Commissioner  Date  

I(We), acknowledge all approvals are contingent upon Lake County Public Health regulations and 

permits may be subject to postponement or possible cancellation, additionally the application fee is non-

refundable. 


