
206 S. Madison Street      Lancaster, WI 53813      Phone 608-723-4246    

$20 Fee 

Special Event Permit Application 

Applicants must meet these requirements 

 Complete the Special Events Application. 

 Submit the application to City Hall at least 25 business days before the event.  

 Include a legible route map with the application, if applicable 

 Include the $20 non-refundable application fee with the application.  

 Submit a separate Application for Street Closure, if necessary (the Street Closure fee will be 

waived) 

 Provide personnel at all intersections that require participants to go through normal traffic 

control (example: runners going through a stop sign).  

 Provide close adult supervision for any children of grade-school age or younger.  

 Remove all promotional and directional signs promptly after the event.  

 Review and abide by the Ordinance language on Pages 3-4 of this application 

Additional information 

 Each Special Event request will be reviewed by City staff and a safety plan developed.  

 The City permit merely recognizes your event. Participants partake at their own risk and must 

be aware of potential hazards.  

 Unless the City separately closes a street for the Event, participants must not use any street 

(except when crossing an intersection). Otherwise, participants must stay on the sidewalk or 

park property.  

Additional fees 

In addition to the application fee, the City will assess fees to cover its costs for:  

 Setting up and taking down cones, barricades, or temporary “no parking” signs. 

 Replacing damaged or missing city equipment. 

 Providing police officers or other City staff to direct or stop traffic, or to otherwise provide a 

presence that promotes the safety of participants. 

Fees will be based on actual costs. Rates for personnel are based on the applicable hourly pay for 

the Public Works and Police employees involved. Rates include payroll taxes and employee benefits. 

Overtime rates may apply, depending on the day and hours of the event.  

(please complete Page 2)
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Special Event Permit Application 

Event information 
Event name:  

Activities at event:  

Day and date of event:  Alternate date:  

Hours of event / Beginning:  End:  

Location where participants will congregate:  

Time participants will congregate:  

Estimated number of people/animals/vehicles participating:  

Will you need to restrict parking? ❒ Yes    ❒ No

Which streets? 

Will you need cones or barricades? ❒ Yes    ❒ No

Which streets? 

Will you need police to stop or direct traffic? ❒ Yes    ❒ No

Which streets? 

Other needs (trash cans, electricity, fencing, barricades, etc):  

Other information (if necessary, attach a map showing the start, route, and end point of the event)

Is your organization interested in reducing its costs by volunteering to handle some set-up and 

clean-up responsibilities?    ❒ Yes    ❒ No

Applicant information 
Business/Organization name:   

Contact name:  

Phone:  Email:  

Signature:  
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Office Use Only 
Date application received:                                                  Application fee paid?                ❒ Yes  ❒ No                

Is Street Closure permit also required?    ❒ Yes  ❒ No                Submitted?                                 ❒ Yes  ❒ No                

Special Event Permit approved?               ❒ Yes  ❒ No   

Reason for denial:  

Signature of police chief:                                                                      Date:  

Estimated fees: City Hall $ Police $ Public Works $ 

Amount of fees waived by City Council $ Date:  

Total Special Event fees $ Date paid:  
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Ordinance Information 
Chapter 320 
Parades, Processions and Assemblies 

§ 320-1 Parades and processions restricted. 
No person shall conduct or cause any parade or procession on any street except as provided herein. 

§ 320-2 Purpose. 
The purpose of this chapter is to protect the public's health, safety and welfare through the issuance 
of special event permits for parades, processions and other assemblies occurring on public property. 

§ 320-3 Definitions. 
As used in this chapter, the following terms shall have the meanings indicated: 
PARADE and PROCESSION: Any march, procession, ceremony, show, exhibition, pageant, fun run, 
roadway foot race, fund-raising walk or run, bikeathon or similar event of persons or vehicles 
organized for marching or moving on the streets in an organized fashion or manner or any parade or 
procession of persons or vehicles represented or advertised to the public as a parade, procession or 
special event. 

§ 320-4 Permit required; fee. 
No parade or procession shall be conducted without first obtaining a written special event permit from 
the Chief of Police. Such permit shall state the time and date for the parade to be held and the streets 
or general route therefor. Such written permit granted to the person organizing or sponsoring the 
parade shall be permission for all participants therein to parade when such participants have been 
invited by the permittee to participate therein. Permit fee shall be determined by Council resolution. 
The Chief of Police, City Administrator and Common Council reserve the right to waive the permit fee 
for any reason. 

§ 320-5 Contents of permit. 
Each special event permit that is issued by the City shall specify: 

A. The assembly area for the parade, procession or assembly, and time therefor. 
B. The starting time of the parade, procession or assembly. 
C. The route of the parade, procession or assembly. 
D. The portions of the street or other public area to be traversed and which may be occupied 
by the parade, procession or assembly participants. 
E. The maximum length or area of the parade, procession or assembly. 
F. The number of persons required to monitor the parade, procession or assembly. 
G. The number and type of vehicles used in the parade, procession or assembly. 
H. That the materials used in the construction of floats used in the parade, procession or 
assembly shall be of fire-retardant materials and shall be subject to such requirements 
concerning fire safety as may be determined by the Fire Chief. 
I. That the permittee shall advise the participants in the parade, procession or assembly of the 
terms and conditions of the permit prior to the commencement of such special event. 



City of Lancaster Special Event Application 5 

J. That the vehicles and floats used in the parade, procession or assembly shall be subject to a 
safety inspection by the City Police Department and such vehicles and floats may not 
participate in the parade, procession or assembly until they have successfully completed such 
inspection. 
K. Such other requirements as are found by the Chief of Police to be reasonably necessary for 
the protection of persons or property. 

§ 320-6 Parade not to be deemed street obstruction. 
Any parade for which a permit has been issued as herein required, and the persons lawfully 
participating therein, shall not be deemed an obstruction of the streets, notwithstanding the provisions 
of any other ordinance to the contrary. 

§ 320-7 Authority of law enforcement and fire personnel. 
Persons participating in any parade shall at all times be subject to the lawful orders and directions in 
the performance of their duties of law enforcement personnel and members of the Fire Department. 

§ 320-8 Exemptions. 
A special event permit shall not be required for the following activities: 

A. Parades, athletic events or other assemblies that occur exclusively on City property and are 
sponsored or conducted in full by the City. In such instances, the Chief of Police shall conduct 
an internal review process to ensure that the policies and purposes of this chapter are met. 
B. Funeral and wedding processions. 
C. Groups required by law to be so assembled. 

D. Activities of state and federal governmental agencies, including military units, which are performed 
within the scope of such agency's duties and functions 
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