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1. Click on “Add 
Application”.

2. Acknowledge 
statement.



1. Complete “Project 
Information” section.  

Project Name and Your 
Role are mandatory fields.

2. Complete “Property 
Owner Information” 
section.  Note: this 

information is for the 
legal owner of the 
property, NOT the 

lessee/tenant.

If the property owner is 
a business, complete 

this section of the form 
naming a contact 

person for the property 
owner.

3. In the 
“Select Permit 

Category,” 
section select 

the 
“Temporary 

Event permit”.

4. Read and 
sign the 

“Affidavit”.

5. Click to 
continue.



1. Click to 
enter the 
address 

where the 
event will 
take place.

2. Enter the address.



1. Select the “Existing Property Use” 
from the dropdown list.

2. Enter the event details.  If the event Is 
hosted by a nonprofit, charitable, or 

religious organization also enter their name 
in the description

3. Click 
“Save.”

4. Select the “Event 
Type,” and enter the 

“Event Area” in 
square feet, and the 

“Event Term.”

5. Enter “Yes” 
or “No” for 

each question.

6. Enter the event 
date & times and the 

number of 
days/weeks of the 

event.  Events are a 
maximum of 180 

days.

7. Click “Next.”



1. Click “Upload 
Documents” if you have 

any documents to upload.

2. Click here up upload any files and then 
click “Close” when finish uploading files.

3. Click “Next.”



1. Click “Submit.”

2. Review your permit 
description.  If 

acceptable, click 
“Submit.”  Click 

“Cancel” if you need 
to make changes.



THANKS!

@BmoreDhcd


