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Special Event Application 

 An event small in size that only occurs 1 time a year and is less than 2 days in duration ($35.00 Fee). 
 

Date Permit Issued _________________ Date Permit Expires: _________________ 

 

Applicant Information 

Name: ________________________________________________________________________________________________ 

Address: _______________________________________________________City:_____________________ State:_________ 

Phone (W): ____________________________  Phone (H): ____________________________ Fax: _____________________ 

Email:________________________________________________________________________________________________ 

 

Event Information 

Date of Event: ________________________________ Hours of Operation:_________________________________________ 

Address:_____________________________________________________________________________________Baxter, MN 

Goods Being Sold:______________________________________________________________________________________ 

 

Tents, Membrane Structures and Canopies 

Is a tent, membrane structure or canopy proposed to be used for this event?   Yes      No        

If Yes, what size? ______X ______ sq. ft. 

If a tent or membrane structure over 200 sq. ft. or a canopy over 700 sq. ft. is being used a separate permit may be 
required, see instructions on attached page.  

 

Signs 

Is a sign being used for this event?    Yes      No         

  Banner   Temporary Sign         If Yes, what size? Sign Size: ______ X ______ = ______ sq. ft.  (Not exceed thirty 
two (32) square feet in size for commercial districts and sixteen (16) square feet for residential districts.) 
 
Sign setback from road right-of-way: ______ft. (A minimum of ten feet (10') sign setback from any road right-of-way is 
required. **Does not apply if placed on building.) 
 
Please attach a site plan drawing showing property dimensions, streets/roads and all setbacks of tent, signs and other 
event features.  
 
 
 

For Internal Use Only 
 
Project # ________________ 

Fees Paid:  $_____________ 

Receipt # _______________ 
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Applicant’s Signature______________________________________________________Date________________ 

Applicant’s Printed Name ______________________________________________________________________ 

 

Owner’s Signature_________________________________________________________Date_______________  

Owner’s Printed Name_________________________________________________________________________ 

 **This permit must be approved and a signed copy received from the Zoning Department before any type of event can begin. 
Failure to complete the application and secure proper permits prior to the event will be subject fines as detailed in City Code 
Title 1-4-3. 
 
 
Zoning Department Approval 
 
Name: ___________________________ Date ___________________________ 
 
Title: ____________________________ 
 

 
Special Event Application Check List 

 
Events that occur more than once per year and/or longer than two (2) days require a Conditional Use Permit. 

 
 

• Application must be COMPLETELY filled out.  
 

A site plan drawing showing property dimensions, streets/roads and all setbacks of tent, signs and other event features.  
 

• Temporary Structure Permit (Tents & Canopies)  
**If a tent or membrane structure over 200 sq. ft. or a canopy over 400 sq. ft. is being used, there will be an additional 
charge of $40.00 for a Temporary Structure Building Permit (separate application) that will also need to be submitted; 
however, the Building Official may allow up to a 700 sq. ft. canopy without permit subject to the International Fire 
Code. A REVIEW process is required (minimum of 8 business days). All tents, membrane structures and canopies are 
subject to Chapter 24 of the International Fire Code.  
 
Canopies are structures, enclosures or shelters constructed of fabric or pliable materials supported by any manner, 
except by air or the contents it protects, and is open without sidewalls or drops on 75 percent or more of the perimeter. 
 
Membranes Structures are air-inflated, air-supported, cable or frame-covered structure as defined by the International 
Building Code and not otherwise defined as a tent or canopy. See Chapter 31 of the International Building Code. 
 
Tents are structures, enclosures or shelters constructed of fabric or pliable material supported by any manner except 
by air or the contents that it protects.  
 

o Temporary signs included with this application need to meet the temporary sign regulations.  
 

• Have a letter from property owner authorizing the use of their property.  
 

• Have minimum impact on traffic/parking in the area involved.  
 

***COMPLETE Applications must be received (10) days prior to the special event. 
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