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Consultations Application Review Approval

THE SPECIAL EVENT PROCESS 
 

1. CONSULTATIONS 
 

☐ Your first step is to contact the Big Bear Visitors Bureau at Visit Big Bear, 
Director of Events at (909-866-6190 x 234). The Director of Events is your 
source for scheduling meetings and working though the event process so you 
have a successful event. Support services provided by Visit Big Bear include 
acting as liaison between other Associations, Agencies, and the Big Bear Valley 
business community; managing the valley-wide event calendar, media 
contacts, and assistance in arranging for local services. 
 

☐ For the use of Meadow Park or the Zoo, contact Big Bear Valley Recreation & 
Parks District at (909) 866-9700. 
 

☐ For the use of Forest trails, contact the US Forest Service at (909) 866-3437. 
 

☐ If food will be served or sold, contact the San Bernardino County Division of 
Environmental Health Services at (800) 442-2283. 
 

☐ If alcohol will be served or sold, contact the California Department of Alcohol 
Beverage Control at (951) 782-4400.   
  

☐ Contact a radius list mapping service for mailing labels, if required by the 
Planning Department. 
 

☐ Contact businesses/neighbors in event area regarding upcoming event. 
 

☐ Contact owners of private parking areas as needed. 
 
 

 
Planning Division 

PO Box 10,000 
39707 Big Bear Blvd. 

Big Bear Lake, CA 92315 
  

909-866-5831 (phone)  
909-866-7511 (fax) 

BBLPlan@citybigbearlake.com  
www.CityBigBearLake.com 

http://www.citybigbearlake.com/
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3.  REVIEW 

 

☐ Development Review Committee (DRC) 
meeting. The DRC meeting consists of the 
applicant/representative of the event, city 
department staff, and outside agencies, such as 
Sheriff’s Department, California Highway 
Patrol, Municipal Water District, and US Forest 
Service.  The purpose of this meeting is to 
determine application completeness, 
scheduling, and draft conditions of approval. 

     
       

     
 

 

4. APPROVAL 
 

☐ First-Time and Second-Time Events. All first- and 
second-year events require a public hearing by the 
City’s Planning Commission. The applicant and/or 
representatives must attend this meeting.  
 

☐ Subsequent Events. For subsequent events, if 
there are no significant changes (such as a change 
in location or size of event), the Planning 
Commission may defer their review authority to 
the City Planner, thereby waiving the public 
hearing. 
  

☐ Appeal Period. A 10-day appeal period is 
established from the date of approval, after which 
an event approval is final if no appeals are filed.  

 

2.  APPLICATION  
 

☐ Applications for first-time events shall be 
submitted 180 calendar days prior to the 
requested event date. Applications for repeat 
events shall be submitted 120 calendar days 
prior to the requested event date.  
 

☐ Complete the attached application and provide 
the required plans and information. Confirm 
with Planning staff whether your event must 
submit radius mailing labels. This requirement 
varies by event size and impact. Please be aware 
that information provided on and with the 
application is public. Any information that is not 
provided may deem your application 
incomplete and may cause delays in the review 
of your event. 
 

☐ Large Impact First-time Events. Large Impact 
First-time events shall make a presentation to 
the Planning Commission prior to submittal of 
the application. Staff will schedule this 
presentation. 
 

APPLICATION CHECKLIST 
Don’t forget to include these: 

☐ Application 
☐ Event schedule 
☐ Event site plan 
☐ Parking plan 
☐ Security plan 
☐ Medical plan 
☐ Marketing/promotional materials 
☐ Non-profit status  
☐ Certificate of Insurance 
☐ Additional Insured Form  
☐ Property owner authorization 
☐ Letter of support from Visit Big Bear 
☐ Application Fee 
☐ Radius mailing labels 
☐ Vendor Forms/Fees 

 
 
 

5.  VENDORS 
 

Please indicate if you will have vendors at your event:     

      YES     Please fill out all attached vendor forms. 

      NO     Please Initial:    
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I. Event Summary 

APPLICANT 
A host organization is considered to be the applicant. Non-profit applicants shall provide a copy of the IRS 501 (C) tax 
exemption letter to certify tax exempt status. Applicants without IRS 501 (C) valid tax exemption status are considered to be 
commercial and subject to for-profit application fees.  

Applicant:  

Mailing Address:  

Phone Number:  

E-Mail Address:  

CONTACT PERSON OR REPRESENTATIVE 
Contact Name:  

Mailing Address:  

Phone Number:  

E-Mail Address:  

EVENT DESCRIPTION 
Name of the Event:  

Event Website:  

Location/Address of the Event:  

Have you produced this event in the City in the past? When?  

If this is a new event in the City, have you produced this event elsewhere? Provide the past location and details. 

 

 

How will your event be advertised? Provide promotional materials (i.e. flyers, press releases). If the materials are not final, 
provide materials from prior year events. If this is a new event, provide examples from previous events you have produced.  

 

 

DATES & TIMES 
Set-up: Day  Date  Time  

Event Starts: Day  Date  Time  

Event Ends: Day  Date  Time  

Clean-up: Day  Date  Time  

NUMBER OF PEOPLE 
Attendance includes spectators/attendees as well as volunteers but not participants.  Participants are entrants, such as 
artists in an art fair or runners in a marathon. Please enter each separately below. 
ATTENDANCE PARTICIPANTS 

Total:  Per day:  Total:  Per Day:  

Who is the target audience for the event (i.e. families, cyclists, children, etc.)?  
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II. Applicant & Property Owner Signature 

PRIVATE PROPERTY OWNER CONSENT 

For events on private property, the property owner shall complete the CONSENT and JURAT section. 

I/we_______________________________, being the property owner(s) of the property herein described, and being duly 
sworn, depose and state as follows: 

1. That I am (we are) the owner(s) of the subject property described as Assessor’s Parcel Number (APN): 
_______________________________ 
Address: _______________________________ 

2. That I am (we are) aware of the project being proposed on said property.  
3. That the applicant and/or representative whose name(s) is/are affixed at the bottom of this application is/are the 

duly authorized representative(s) of the project.  
4. I am (we are) aware that there may be conditions of approval imposed upon the project which may require the 

applicant or the property owner to construct or remove certain property improvements.  
5. I (we) hereby authorize representative(s) of this City to enter upon the above-mentioned property for inspection 

services. 

Property Owner Signature:  Date:  

Property Owner Signature:  Date:  

JURAT 
State of:  

County of:  

 
Subscribed and sworn (or affirmed) before me on this _________ day of _____________________________, _________ by 
___________________________________ (name of signer) proved to me on the basis of satisfactory evidence to be the 
person who appeared before me.  
And ___________________________________ (name of signer) proved to me on the basis of satisfactory evidence to be the 
person who appeared before me. 
 
_______________________________ 
Signature of Notary Public & Stamp 
 
 
 
 

 

AFFADAVIT 
I (we) certify that the information provided is true, accurate and complete to the best of my (our) knowledge and belief. I 
(we) understand that in order for this application to be considered a complete submittal, the following information must be 
included: completed application forms, scaled and dimensioned plans of existing and proposed improvements, appropriate 
number of copies submitted, and such other information as required by the Planning Division. I (we) further understand that 
the review period for the project will not commence unless the application is complete.   

Applicant Printed Name Applicant Signature Date 

   

Representative Printed Name Representative Signature Date 
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III. Event Details 

COMMUNICATIONS & PUBLIC SAFETY 
Who will be the primary contact person during the day of the event? 

Contact Name:  

Mailing Address:  

Phone Number:    Cell:  

E-Mail Address:  

Will there be an event information booth?  Yes       No  Will there be a lost child booth? Yes      No  

PARKING PLAN 
Will the event secure event parking lot(s)?  Yes      No  And/or shuttle service? Yes      No  

Has the event obtained private property owner permission to use private parking lots? Specify below. Yes      No  

Location:  Owner:  Phone:  

Location:  Owner:  Phone:  

Location:  Owner:  Phone:  

Location:  Owner:  Phone:  

Location:  Owner:  Phone:  

Location:  Owner:  Phone:  

Shuttle Provider:  Phone:  

How will event parking lots be advertised? Check all that apply and describe other pertinent parking information below: 

Event Site Plan  Event brochure   Event website   Directional Sign(s)  On-site event parking sign(s)  

Attendants   Other  (specify)    

 

INSURANCE  
Will the event occur on City-owned property? Yes      No  

If yes, you will be required to provide a certificate of insurance and an additional insured endorsement for the City. Please 
provide your insurance agency information below. 

Insurance Agency:  

Contact Name:  

Mailing Address:  

Phone Number:  Email Address:  

Policy Type:  Policy Amount:  Policy Number:  

MEDICAL/FIRST AID PLAN 
Describe the event’s medical plan. Will there be a medical service provider? If so, provide the contact name and phone 
number. Will there be first aid booths? If so, how many and who will man them? Attach the event medical plan. 
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ALCOHOL 
Does your event involve the use of alcoholic beverages?     Yes      No  

If so, check all that apply:   Free alcohol   Alcohol sales  Beer  Wine  Distilled Spirits  

Describe your security plan to ensure safe sale or distribution of alcohol at your event: 

 

 

 

FOOD CONCESSIONS OR PREPARATION 

Will the event include food concession and/or preparation? Yes      No  

If yes, describe how food will be served and/or prepared:  

 

 

Will food be cooked in the event area? Yes      No  If yes, specify heating method(s) below:   

Gas    Electric   Propane   Charcoal   Other         Specify:  

VENDORS 
Will items or services be sold at your event? Yes      No  

If yes, describe or attach a complete list of vendors and include a sample of the vendor pass that will be used. Specify local or 
non-profit vendors. 

 

 

 

 

 

SECURITY PLAN 
Will your event provide security?  Yes      No  If yes, check all that apply:  Daytime      Overnight  

Describe your security plan, including crowd control, internal security or venue safety, and attach the plan to this application: 

 

 

 

Have you hired a licensed professional security company to develop and manage your event’s security plan? If yes, you are 
required to provide a copy of the security company’s valid Private Patrol Operator’s License issued by the State of California: 

Security Organization:  

Contact Name:  

Mailing Address:  

Phone Number:  Fax:  Cell:  

E-Mail Address:  

Private Patrol Operator License:  
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EVENT SCHEDULE 
Attach your own event schedule or use the area below to describe activities and times. For example, give the start and end 
times of activities such as live or recorded music, car show, bike race, vendor fair, etc. Include the names of 
performers/bands/type of music for entertainment. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Will any component of the electrical system supply more than 20 amps to more than one activity or vendor? 
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IV. Event Site Plan 

TEMPORARY STRUCTURES AND EQUIPMENT** See attached Property Rental Agreement and 
Resolution 2021-60** 
Provide a site plan of the event location, route(s), equipment, structures, and utilities. Use the list below for reference. 

ITEM PROPOSED SHOWN ON PLAN Notes/Totals 
Tents less than 400 square feet: Yes      No  Yes      No   
Tents 400 sq. ft. or greater: Yes      No  Yes      No   
Canopies less than 700 sq. ft.: Yes      No  Yes      No   
Canopies 700 sq. ft. or greater: Yes      No  Yes      No   
Vendors: Yes      No  Yes      No   
Food trucks/vendors and alcohol vendors/beer gardens: Yes      No  Yes      No   
Children’s bounce houses or other play devices: Yes      No  Yes      No   
Petting zoo, animal areas: Yes      No  Yes      No   
Fireworks, or other pyrotechnics or similar devices: Yes      No  Yes      No   
Stage(s) and/or amplifying equipment: Yes      No  Yes      No   
Other performance/entertainment areas: Yes      No  Yes      No   
Timing equipment or Start/Finish Line: Yes      No  Yes      No   
Bleachers or seating areas: Yes      No  Yes      No   
Scaffolding, grandstands, or similar platforms: Yes      No  Yes      No   
Trash & recycle cans/bins/areas: Yes      No  Yes      No   
Hay bales, inflatables, or other props (specify): Yes      No  Yes      No   
Art installations or on-site manufacturing (specify):  Yes      No  Yes      No   
Fencing (show exit/entry ways on plan): Yes      No  Yes      No   
Portable restrooms & hand-washing stations: Yes      No  Yes      No   
Parking areas and/or shuttle plan, including routes: Yes      No  Yes      No   
Vendor, volunteer/staff parking areas: Yes      No  Yes      No   
Parking directional signs & locations: Yes      No  Yes      No   
Event advertising signs (6 maximum)and their locations: Yes      No  Yes      No   
ADA-compliant parking & paths of travel: Yes      No  Yes      No   
Emergency access lanes (20 feet) Yes      No  Yes      No   
Fire extinguishers: Yes      No  Yes      No   
Generators: Yes      No  Yes      No   
Temporary electrical connections: Yes      No  Yes      No   
Water connections: Yes      No  Yes      No   
Other (specify on plan): Yes      No  Yes      No   
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V. Expenses & Proceeds 
1. Is the applicant a commercial entity? If yes, skip to #5. Yes      No  

2. Is the applicant a bona fide tax exempt, non-profit entity? If yes, attach a copy of the IRS 
501(C) tax exemption letter.  Yes      No  

3. Is admission, entry, or participant fees required?   Yes      No  

4. If yes, provide the amounts:  

5. Are vendor fees or other fees required?   Yes      No  

6. If yes, provide the amounts:  
7. Provide the estimated gross receipts including ticket, entry, vendor, product and sponsorship sales from this event, and 

explain how this was computed: 
 

 

 

 

8. Provide the estimated expenses for this event:  

9. What is the estimated economic impact of the event to the City of Big Bear Lake? For returning events, please provide 
information from previous events. For new events, please explain how this was computed. Please contact the ERO for 
assistance. 

 

 

 

 

 
FOR STAFF USE ONLY 
File #  Date Submitted:  Received by:  

Application Fees* 

 For Profit, Local Applicant $835 
 For Profit, Other Applicant $1,229 (plus deposit) 
 Non-Profit Applicant $0 (Applicant must supply 501(C) status) 
 Fire Dept. Review Fee $0 (Non-Profit) or $69 (all others) 
 Environmental Exemption $45 (all applicants – State of California Filing Fee) 
 Vendor Fees $5-$10 per vendor (based on number of vendors) 
 City Equipment Security Deposit $500 (or as established by Public Works) 
 City Facility Use Security Deposit $500 (or as established by Risk Department) 

Total:  
 

Radius Labels 
 Event is subject to Radius Mailing Labels 
 Event is NOT subject to Radius Mailing Labels, pursuant to Development Code 17.03.030.A. 

 

Thank you for your application for a Major Special Event in the City of Big Bear Lake. 
We look forward to assisting you throughout the process. 
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PROPERTY RENTAL AGREEMENT 

Name of Responsible Party/Organization (“RENTER”): 

Address:  

Phone #:                                                                                Email:  

Event Name:  

Event Date:                                                                         Event Time: 

Brief Description of Event: 

Special Event Permit# (Issued by Planning Department, if applicable): 

Property Requested by Renter:  

_________(Initial) Renter is solely responsible for contacting the City of Big Bear Lake Public Works 

department at 909-866-7521 at least one week prior to the event(s) to schedule delivery, set-up, and tear-down 
of rented property. Failure to provide advanced notice may result in termination of this contract. 

Requested 

Equipment Quantity Number of 
days 

Measure Rate 
Total Use 

Fee 
Calculation 

Mobile Stage N/A day x $500.00 

Sound System N/A day x $500.00 

Fencing: Green Mesh 100 lineal feet/day x $5.00 

Fencing: Metal Crowd Control (60) 8' section/day 

x $20.00

Public Parking A-Frame Sign day x $6.00 

Extension Cord 

each/day

x $5.00 

N/A 

N/A 

N/A 

N/A 

N/A 

Road Barricade day x $11.60 

Traffic Cones (set of 100) day x $249 

Portable Electronic Message Sign day x $104 

GRAND TOTAL DUE $ 

Generator: portable 5500 watt day x $36.33

Power Box (6)

day 

x $10.00 

http://www.citybigbearlake.com/
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Other Use Fees to be Charged Post-Event*: 

*Employee hourly rates are updated annually on July 1st

Delivery/Setup Average Rate/Hour Overtime Rate/Hour 

Truck and Fuel for Delivery & Setup $28.46 N/A 

Facilities/Parks Maintenance Worker $38.24 $34.76 

Facilities/Parks Maintenance Crew Leader $62.93 $52.53 

Street Maintenance Worker I $46.44 $41.12 

Street Maintenance Worker II $54.33 $46.77 

Street Maintenance Crew Leader $62.50 $53.85 

Public Works Operations Manager $99.35 N/A 

Code Compliance Officer I $52.50 $45.51 

Code Compliance Officer II $57.31 $51.36 

Updated 7/1/2021 

Terms and Conditions: 

This RENTAL CONTRACT is effective upon approval signature of the City of Big Bear Lake, 
hereinafter referred to as "CITY", and   , hereinafter 
referred to as “RENTER.” 

Renter desires to rent property from City and City approves the use of said property subject to the 
following terms and conditions: 

1. USE OF PROPERTY: City agrees to grant Renter a contract to enter into and use the
equipment requested above.

2. RENTAL SCHEDULE:  The event(s) specified above shall take place according to the
following schedule:

Date: Set-Up Time: Tear-Down Time: 

Date: Set-Up Time: Tear-Down Time: 

Date: Set-Up Time: Tear-Down Time: 

3. LOCATION OF EVENT(S): The event(s) specified above in which the rented equipment will be
used on the dates prescribed in Item #2 will be located at:

http://www.citybigbearlake.com/
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Date: Location: 

Date: Location: 

Date: Location: 

4. TYPE OF ORGANIZATION:

Non-Profit: User groups that possess a valid 503(c)(3) classification, including those that 
have a temporary identification number, issued by the State of California. 

Educational Organization, School, or School District 

For-Profit: User Groups that do not fall into either of the above categories 

5. RENTAL FEES AND CHARGES:  Renter hereby agrees to pay to City for use of City facilities,
services, and equipment listed as follows:

A. 

($500.00 equipment/$500.00 facilities) $

B. Use Fee (Non-Refundable) 
$ 

C. Other: $ 

D. TOTAL CHARGED: $ 

Additional Charges - Renter also agrees to pay City any additional charges incurred (overtime, 
facility use, labor, etc.) exceeding estimated costs listed above.  This includes any increase or 
rate imposed by City Council.  

6. CANCELLATION:  This Contract may be canceled by City immediately upon written notice
delivered to Renter upon breach of any terms or provisions of this Contract.  In the event of
cancellation, Renter shall be reimbursed the difference between the charges set forth under
Item #5 above and any and all actual expenses and charges incurred by City to date of
cancellation.

7. CANCELLATION DUE TO OTHER OCCURRENCES:  In the event the rented property is unfit
for use by Renter during the period covered by the Rental Contract, by reason of fire,
earthquake, flood, strike, civil disturbance or any other cause beyond control of the City, this
Contract shall be of no further force and effect.

Security Deposit (Refundable) 

http://www.citybigbearlake.com/
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8. MAINTENANCE OF PREMISES:  Renter agrees to maintain rented equipment from inclement
weather, and return any equipment in the same condition that it was given. Failure to do so will
allow City to charge cleaning and/or damage deposit for such charges from the refundable
security deposit. Renter shall be responsible for all damages or injury to property or equipment
caused by the Renter, its agents, employees, volunteers, participants and/or any other
individual at the event during the Renter’s use of the property or equipment. Renter is required
to report any damage to persons or property or acts of vandalism to the City immediately.

9. PERMITS:  Renter shall, at Renter’s sole cost and expense, obtain any and all government
permits, approvals, or concurrences required for the use of facilities and/or equipment.

10. ______(Initial) INDEMNIFICATION: Renter shall indemnify, defend, and hold harmless City,
its officers, agents, employees and volunteers from and against any and all liability, claims,
allegations, expenses, including defense costs and legal fees, and claims for damages
whatsoever, including, but not limited to, those arising from breach of contract, bodily injury,
economic loss, death, personal injury, property damage, loss of use, or property loss.  The
Renter’s obligation to indemnify, defend and hold harmless includes, but is not limited to, any
liability or expense, including defense costs and legal fees, arising from the negligent acts or
omissions, or willful misconduct of Renter, its officers, employees, agents, participants,
representative or vendors.  It is further agreed, Renter’s obligations to indemnify, defend and
hold harmless will apply even in the event of concurrent active or passive negligence on the
part of City, its officers, agents employees, and volunteers except for liability resulting from the
sole negligence or willful misconduct of City, its officers, employees or agents relating to
Renter’s use of City property under this Rental Contract.  In the event the City, its officers,
employees, agents and/or volunteers are made a party to any action, lawsuit, or other
adversarial proceeding arising from the performance of the services encompassed by this
Rental Contract, and upon demand by City, Renter shall have an immediate duty to defend the
City at Renter’s cost or at the City’s option, to reimburse City for its costs of defense, including
reasonable attorney’s fees and costs incurred in the defense of such matters.

11. INSURANCE REQUIREMENTS:  Throughout the term of this Contract, at Renter’s sole cost
and expense, Renter shall keep or cause to be kept in full force and effect, for the mutual
benefit of the City and Renter, comprehensive broad-form general public property damage
insurance against claims and liability for personal injury, death or property damage arising from
the use of City property, providing protection of at least $1,000,000 in single and aggregate
limit coverage.  The City of Big Bear Lake shall be named on the policy as additional insured; a
sample is attached hereto as “EXHIBIT A”.  A $1,000,000 policy Certificate of Insurance with
an Additional Insured Endorsement naming the City must be received by the City one week
prior to event. All such policies shall contain language, to the extent obtainable, to the effect
that:

A. The insurer waives the right of subrogation against the City and against City’s
agents and representatives.

B. The policies are primary and non-contributing with any insurance that may be
carried by the City.

C. The policy cannot be canceled or materially changed except upon 30 (thirty) days

http://www.citybigbearlake.com/
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prior written notice by the insurer to the City.  In the event of any such cancellation 
or material change, then this Contract shall terminate and be of no further force 
and effect. 

12. PERSONAL PROPERTY & EQUIPMENT:  City shall not be responsible for any property or 
equipment belonging to Renter, its trustees, officers, agents, employees, volunteers, patrons, 
guests, invitees or participants before, during or after Renter’s use of City property.

13. REPAIR/REPLACEMENT LIABILITY:  Renter agrees to pay for the repair or replacement of 
any of the equipment, appliances, materials, lighting, props, sets, or supplies broken or 
damaged as a result of the use of City property.   If the security deposit is inadequate for said 
repair or replacement, Renter remains liable for any additional charges.

14. SPECIFIC USAGE:  Renter shall use rented property solely for the purpose stated. 
Misrepresentations of any type on the part of the Renter shall render this Contract null and void. 
Renter shall not permit facilities or equipment to be used for any unlawful or immoral purpose or 
in any manner as to injure persons or property in, on or near City facilities.

15. ENFORCEMENT BY CITY:  Waiver or failure of City to insist upon quick and prompt 
performance of the terms and conditions hereunder, or any of them, and the acceptance of 
performance thereafter, shall not constitute or be construed as a waiver or relinquishment of 
City’s right thereafter to enforce the same strictly according to the tenor thereof in the event of a 
continual or subsequent default on the part of the Renter.

16.  CONDITION OF RENTED PROPERTY:  Renter shall not alter the rented property in any way 
without written approval by City. This includes, but is not limited to, installation of any nails, 
screws, tacks, pins or other objects into floors and/or pasting or taping materials to the 
equipment. At all times during the Renter’s use, Renter shall keep or cause to be kept the 
rented property in neat, clean and sanitary condition and shall neither commit nor permit any 
waste or nuisance thereon, including but not limited to snow removal. In the event of Renter’s 
failure to adhere to conditions listed therein, or in the event of excessive damage to stage floor, 
walls or facility premises, the City reserves the right to have all such areas cleaned and/or 
repaired and charged to the Renter at cost, plus City overhead.

17. ELECTRICITY: PLEASE INDICATE IF YOU NEED LOCATION ELECTRICITY TURNED ON.

18. ADDENDA:  Any Addenda attached to and signed by the City and Renter are hereby 
incorporated into and made part of this Contract.  All terms contained in Addenda are fully 
enforceable by the terms of this Rental Contract agreement.

YES     NO

------------------------------------------------Signatures on following page------------------------------------------------ 

http://www.citybigbearlake.com/
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AGREED AND ACCEPTED:  

RENTER:   

Signed: _________________________  

Printed Name: ____________________ 

Date: __________ 

Title: ____________________________ 

Deposit Refund Information:  

Name: 

Full Mailing Address:  

APPROVED BY:     

CITY OF BIG BEAR LAKE: 

Signed: _________________________ 

Printed Name: ____________________ 

Date: ___________ 

Title: ____________________________ 

City Use Only

Reviewed by Public Works (Initial 

& Date): 

Receipt Number & Receipt 

Date:  

Deposit Refund Notes:

http://www.citybigbearlake.com/
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Sample Additional Insured Insurance Endorsement 

Additional Insured Copy 
COMMERCIAL GENERAL LIABILITY 

Policy # __________________ 

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY. 

ADDITIONAL INSURED - OWNERS, LESSEES OR 
CONTRACTORS - SCHEDULED PERSON OR 

ORGANIZATION 

This endorsement modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART 

SCHEDULE 

Name of Person or Organization: 
City of Big Bear Lake, its Directors, Officers, Officials, 

Employees, Agents and Volunteers 

(If no entity appears above, information required to complete this endorsement will be shown in the 
Declarations as applicable to this endorsement.) 

A. Section II – Who Is An Insured is amended

to include as an insured the person or

organization shown in the Schedule, but

only with respect to liability arising out of

your ongoing operations performed for that

insured.

B. With respect to the insurance afforded to

these additional insureds, the following

exclusions is added:

2. Exclusions:

This insurance does not apply to “bodily

injury” or “property damage” occurring 

after:  

(1) All work including material, parts or

equipment furnished in connection with

such work, on the project (other than

service, maintenance or repairs) to be

performed by or on behalf of the additional

insured(s) at the site of the covered

operations has been completed;

Or

(2) That portion of “your work” out of which

the injury or damage arises has been put to

its intended use by any person or

organization other than another contractor or

subcontractor engaged in performing

operations for a principal as a part of the

same project.

http://www.citybigbearlake.com/


               

 

 

 

RESOLUTION NO. 2021-60 

 

RESOLUTION ESTABLISHING  

SPECIAL EVENT POLICY AND ASSOCIATED FEES 

 

WHEREAS, the City has a long history of financially supporting special events that benefit the 

community; and 

 

WHEREAS, the City seeks to provide in-kind services for major special events in order to support 

events that create a positive economic impact for the community; and 

 

WHEREAS, pursuant to Government Code Section 66000, et seq., the City is empowered to 

impose service fees covering up to 100 percent of the actual costs of providing services to 

applicants; and 

 

WHEREAS, the City of Big Bear Lake Municipal Code, Section 3.32, provides that the City may 

establish fees to recover costs associated with providing services by adoption of a Resolution of 

the City Council; and 

 

WHEREAS, the City of Big Bear Lake Municipal Code, Section 17.13.060, provides that the City 

may require reimbursement for providing services and staffing associated with the use of City 

property and equipment; and 

 

WHEREAS, at least ten days prior to the public hearing associated with the adoption of this 

resolution, the City made the Fee Study available for public inspection; and 

 

WHEREAS, the City published notice of the public hearing as described above in accordance 

with Government Code Sections 6062(a) and 66018 and made the Fee Study available for public 

inspection; and    

 

WHEREAS, the establishment of fees are exempt from the California Environmental Quality 

Act (CEQA) pursuant to Public Resources Code Section 21080(b)(8) and Section 15273. 

 

NOW, THEREFORE, BE IT RESOLVED by the City Council that the following fees and 

policies relating to special events are hereby established as follows: 

 

Section 1. The recitals above are each incorporated by reference and adopted as findings by the 

City Council. 

 

Section 2.  The previous Community Events Grant Policy, adopted in 2004 and last amended in 

2016, is hereby repealed. 

 

Section 3.  The attached Special Event Policy, including fees associated with equipment rental and 

staffing, are hereby adopted. 

 

Section 4.  The fees established in this resolution shall be effective July 1, 2021. 
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Resolution No. 2021-60 

PASSED, APPROVED AND ADOPTED this 17th day of May, 2021. 

David Caretto, Mayor 

ATTEST: 

Erica Stephenson, City Clerk 

STATE OF CALIFORNIA ) 

COUNTY OF SAN BERNARDINO ) ss 

CITY OF BIG BEAR LAKE ) 

I, Erica Stephenson, City Clerk of the City of Big Bear Lake, California, do hereby certify that 

the whole number of the City Council of the said City is five; that the foregoing resolution, being 

Resolution No. 2021-60 was duly passed and adopted by the said City Council and attested by 

the City Clerk of said City, all at a regular meeting of the said City held on the 17th day of May, 

2021 and that the same was so passed and adopted by the following vote: 

AYES:  Herrick, Putz, Lee, Mote, Caretto 

NOES:  None 

ABSTAIN: None 

ABSENT: None 

Erica Stephenson, City Clerk 



 
 

 
 

SPECIAL EVENT POLICY 

PURPOSE 

The City Council recognizes that City participation can play a significant role in assisting 
organizations in hosting Major Special Events as defined in Municipal Code Section 17.13.020.  
These events provide a general community benefit by marketing the City to tourists, generating 
additional local taxes by bringing additional revenue to Big Bear Lake businesses, and by 
providing cultural enrichment to our residents and visitors.  The purpose of this policy is to 
establish consistent and equitable evaluation criteria for determining the appropriate use of City 
resources for the purpose of granting in-kind services for Major Special Events.   

This policy does not apply to City Sponsored Community Events such as the annual 
Fireworks Show, Halloween in the Village, or Christmas in the Village events. The policy 
does not include allowances for Minor Special Events due to their minimal economic impact 
and the large volume of events. See BBLMC Section 17.13.020 for definitions of Major and 
Minor Special Events. 

POLICY 

In-kind services will be considered for Major Special Events that are determined by the City 
to meet the general requirements, eligibility criteria and conditions listed below.  

1. The applicant shall be a registered not-for-profit organization located in the Big Bear 
Valley and must submit evidence of Internal Revenue Code Section 501(c) status. 

2. The applicant shall comply with all relevant City of Big Bear Lake regulations, including 
but not limited to, obtaining a Special Event Permit, a Business License, and following 
all City waste reduction requirements. In addition, the applicant must comply with all 
applicable regulations for San Bernardino County food and beverage service and the 
California Department of Alcoholic Beverage Control.   

3. The applicant shall provide a certificate of liability insurance to the City, in a form 
and amount, with an issuer, and with coverage and endorsements, deemed acceptable 
by the City.  The applicant shall defend, indemnify, and hold harmless the City and 
its officials, officers, employees, contractors, and agents from and against any claims made 
with respect to the approval by the City of the applicant, the application, the event, and/or 
any permit or approval issued by the City with respect to any of the foregoing, regardless 
of the nature of any such claim. 

4. The event shall be held within the Big Bear Valley, with a significant portion of the 
event occurring within the City. 

5. The recipient of in-kind services shall provide recognition that the City provided in-
kind support for this event. The applicant shall provide their proposed marketing 



materials that would indicate how the City’s logo will be incorporated into these 
documents.  If marketing materials are not available at the time of sponsorship approval, 
the documents must be submitted before City support will be provided for the event. 
 

6. The applicant shall provide a proposed budget for their event including estimated revenue 
and expenditures.  In addition, the applicant shall provide the event’s anticipated 
attendance and projected economic impact in the grant application packet. 

 
7. Notwithstanding any provision in this Policy to the contrary, this Policy shall not preclude 

payment by event applicants or individuals responsible for conducting the event to third 
parties (i.e. to persons other than event applicants or individuals responsible for 
conducting the event) for services or goods provided for purposes of undertaking the 
event. 
 

8. The event shall provide a general benefit to City residents and visitors, and shall not 
be organized around a specific political, religious, or ideological theme.  

 
9. The applicant shall not discriminate on the grounds of race, religious creed, color, national 

origin, ancestry, age, physical disability, mental disability, medical condition or any 
condition related thereto, marital status, sex, or sexual orientation.  Further, the 
organization and event shall conform to the requirements of the Americans with 
Disabilities Act. 

 
10. The City of Big Bear Lake is accountable to the citizens it serves for ensuring appropriate 

use     of in-kind services, therefore:  
 

a. In-kind services are not guaranteed to any group in any year. 
 

b. Receipt of in-kind services in a prior year should not be interpreted as a guarantee of 
future requests.   
 

c. Organizations which have received in-kind services in the prior fiscal year 
must demonstrate that all the applicable requirements for the event were met in 
the past, to qualify for future in-kind services by the City. Failure to provide 
proper documentation may jeopardize any future in-kind services that may be 
available. The following items must be submitted to the Tourism Management 
Department within 45 days after completion of the event.  
 

i. A Final Narrative Report, describing the event, including number of 
participants, whether the objectives were met, and any issues that 
should be addressed or considered for the event in the future.  The report 
shall also address estimated economic impacts of the event to the Big 
Bear Lake community, including estimated revenues from lodging, 
dining, shopping and other activities generated by the event. 

ii. A Financial Report showing expenses and revenues generated, and 
disposition of any proceeds from the event. 

iii. A copy of the promotional materials distributed in marketing the event.  

d. In-kind services are calculated based upon the cost of City staff time, vehicle 
usage, and the market rental rate for equipment and traffic management devices. 
 



e. The dollar value allowance of in-kind services provided by the City for special 
events shall be based upon the economic impact the event will generate for the 
community.  
 

i. Small-impact Major Special Events are eligible for up to $1,000 of in-kind 
services. 
 

ii. Medium-impact Major Special Events are eligible for up to $5,000 of in-
kind services. 

 
iii. Large-impact Major Special Events are eligible for up to $10,000 of in-

kind services. 
 

f. Event organizers requesting City services beyond these levels shall be 
responsible for entering into a reimbursement agreement with the City for the 
amount of services greater than the allowance given above. The City Manager 
may approve funding greater than the stated allowance in extraordinary 
circumstances, with notice of such funding being provided to the City Council 
prior to the event.   

PROCEDURES 

Each year during the annual budget process, the City Council will work with City management 
to consider budget priorities, determine the level of City resources available in the upcoming 
fiscal budget for community events. Changes in budget priorities and economic factors may 
result in the need to limit the City resources available for event purposes. 

Once the fiscal factors have been determined, the City Manager will evaluate each application 
based on the events that most effectively meet the criteria set forth by this policy to determine 
the appropriate level of City in-kind services to provide. 

1. Applicants must thoroughly complete and submit a Request for City In-kind Services 
application at the time application to hold the event is made.  
 

2. Applicants shall be provided a menu of equipment available for rent, along with pricing 
for staffing costs associated with delivery and set up of the equipment. 
 

3. Applicants shall provide a security deposit equal to 10% of the in-kind services requested 
or replacement cost of equipment being rented if in-kind services are not being provided. 
Any damage to equipment or staff time utilized for cleaning up after the event shall be 
deducted from the security deposit.  

 
4. In the case of multiple grant applications that are competing for limited available 

resources, consideration will be given to applications based on the following criteria: 

a. Whether the event meets all the objectives and requirements of this policy. 

b. The number of people who are expected to attend, participate in or benefit 
from the event. 

c. Performance of each applicant in prior years, including demonstrated 
fiscal responsibility and compliance with applicable regulations and 
requirements. 



d. The amount of in-kind services awarded to event in prior years. 

e. The economic, social, philanthropic, and/or cultural benefits to the City of 
Big Bear Lake from the proposed event. 

f. The amount of in-kind services requested as a proportion of the total cost 
of the event. A smaller ratio is ranked higher.  

The City Council encourages a goal of self-sufficiency for all local organizations that 
host special events. The City Council supports providing in-kind services to 
organizations that have demonstrated their effectiveness in raising private funds.  The 
City Council discourages an over-reliance on City financial assistance to continue 
hosting events on an ongoing basis.  Therefore, all organizations requesting in-kind 
services from the City should continue efforts to develop stable private funding sources. 
       

            
         



Equipment Measure Rate
Mobile Stage day 500.00$  
Sound System day 500.00$  
Fencing: green mesh 100 lineal feet/day 5.00$       
Fencing: white fence 6' section/day 5.00$       
Fencing: metal crowd control 8' section/day 10.00$     
Public Parking A-Frame Sign day 6.00$       
Extension Cord day 5.00$       
Power Box day 20.00$     
Generator: 45 kva day 130.00$  
Generator: 125 kva day 416.00$  
Generator: 220 kva day 780.00$  
Generator: portable 5500 watt day 36.33$     
Road Barricade day 11.60$     
Traffic Cones (set of 100) day 249.00$  
Portable Electronic Message Signs day 104.00$  
Truck and Fuel for Delivery & Setup hour 28.46$     

NOTES:
1. Setup and Delivery Costs Not Included (See Staffing Costs Schedule)
2. Day = assumes 10 hours of use, can be prorated per hour
3.  Items not included above may be rented for emergency situations per Caltrans rates.
4. Rate for City owned equipment based on Caltrans rental rates effective April 1, 2021 through March 31, 2022. 
5. Caltrans rental rates will be updated annually and charged based on rates in effect on date used.
6. Equipment rented by City will be charged at the actual rental cost paid by City.
7. Large usage of water or electricity may also require reimbursement.



Classification
Regular Time Average 

Rate/Hour
Overtime 

Rate/Hour
Facilities/Parks Maintenance Worker $38.24 $34.76
Facilities/Parks Maintenance Worker Crew Leader $62.93 $52.53
Street Maintenance Worker l $46.44 $41.12
Street Maintenance Worker ll $54.33 $46.77
Street Maintenance Crew Leader $62.50 $53.85
Public Works Operations Manager $99.35 n/a
Code Compliance Officer l $52.50 $45.51
Code Compliance Officer ll $57.31 $51.36

Notes:
1. Staff costs updated annually on July 1 to reflect current rates.
2. Overtime Rates may be lower than Regular Time Rates due to benefit calculations.

Fully Burdended Staffing Costs



 
SPECIAL EVENT ORGANIZER 

VENDOR COMPLIANCE AGREEMENT 

 
THIS IS NOT AN EVENT PERMIT APPLICATION. PLEASE FILL OUT THE 

APPROPRIATE APPLICATION FORM AT WWW.CITYBIGBEARLAKE.COM.  

 
1. EVENT INFORMATION 

Event Name:     
Event Dates:     
Event Location:     

2. EVENT ORGANIZER INFORMATION 
Event Organizer:    
Representative:     
Phone:  E-Mail   

3. EVENT THEME 
Describe the overall event theme that will be represented in the vendor type: 
    
    

4. VENDOR INFORMATION 
Anticipated number of vendors:   
EVENT ORGANIZER WILL BE RESPONSIBLE FOR A $5.00 - $10.00 PER VENDOR TEMPORARY 
BUSINESS LICENSE FEE PER EVENT PURSUANT TO CITY COUNCIL RESOLUTION NO. 93.15.  

 

17.13.060.J - PERFORMANCE STANDARDS - VENDORS 

J. Vendors. 
 

1. All applicants shall obtain a valid City of Big Bear Lake business license. In lieu of a business license, 
organizations may register with the city if the organization qualifies as a non-profit. 
 

2. If an event will include vendors, then the event organizer shall recruit city-based businesses and local non-
profit organizations prior to recruiting non-local vendors. City-based businesses and non-profits shall be 
offered discounted vendor space. 

 
3. All vendors shall pay vendor fees pursuant to City Council Resolution No. 93.15, as it may be amended from 

time to time. 
 
 

http://www.citybigbearlake.com/
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4. Each vendor or exhibitor generating on-site sales shall obtain and display a State Board of Equalization 
Resale Number or "Detailed Allocation by Sub-outlet of Uniform Local Sales and Use Tax" form or equivalent 
with the State Board of Equalization designating the City of Big Bear Lake as the point of sales for that 
event. 

 
5. During the event vendors are required to: 

a. Display merchandise in a safe and attractive manner; 
b. Screen excess merchandise from public view; 
c. Park in designated vendor parking; 
d. Follow all of the conditions of approval specific to the event; 
e. Follow all of the applicable public health and safety requirements proscribed in this section. 

 

17.13.070.D.2 - VILLAGE EVENT REGULATIONS: VENDORS 

2. Vendors. 

a. Applicants shall allow any business or group of businesses located in the Village Specific Plan Area to 
participate as an event vendor at a discounted rate, provided that all businesses have a valid city business 
license. 

b. Applicants shall prepare and implement a list of rules for vendors including, but not limited to the following: 

i.  At all times, vendors shall display or be able to produce evidence that they are an approved event 
vendor. Such evidence shall be provided by the event organizer. 

ii.  At all times, vendors shall maintain an orderly display. Tablecloths, display cases and other attractive 
materials are encouraged to avoid cluttering the streetscape. 

 

 

This Not This 

The display on the left is more desirable because the display includes a professional banner, a 
tablecloth with finished edges that covers the table, and attractive racks designed for displaying 

wares. 

  
iii. All packaging and business related materials shall be screened from public view. 

http://www.citybigbearlake.com/
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This Not This 

Packaging materials, trash, and other materials that are not for sale should be screened. The vendor 
to the left uses a tablecloth and the vendor on the right has containers sitting out in the open. 

 

iv. Wares may not be displayed on the ground unless they are designed to rest on the ground. For 
example, garden art may be displayed on the ground, but televisions may not. 

 

  

This Not This 

Garden art is designed for outdoor use. Therefore vendors may display these types of materials on 
the ground. However, clothing, electronics, and other materials that are not designed to be placed on 

the ground may not be displayed in such a manner during an event. 

  

c. Event organizers are responsible for ensuring that vendors are compliant with vendor rules. 

d. Event organizers shall maintain an attractive site throughout the course of the event. Accordingly event 
organizers may be required to include design elements that reflect the event theme, consistent with the 
scale and intensity of the event. 

 

http://www.citybigbearlake.com/
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FOR THIS APPLICATION TO BE DEEMED COMPLETE, YOU MUST PROVIDE/ATTACH THE FOLLOWING 
ITEMS:  
   Vendor List 
 
   Community Contact List (form attached) 
 
   Vendor Seller Permits 
 
   Vendor Fees 
 
   Individual Vendor Agreements (form attached) 

 
EVENT ORGANIZER: I certify that:  
 
  (initial) I have read and understand all information on this application. 
 

 (initial) I agree to comply with all of its provisions. 
 
 (initial) I have contacted local businesses regarding event. 
 
 (initial) I have offered city-based businesses a discounted rate to be a vendor. 
 
 (initial) I have provided an Individual Vendor Agreement to each event vendor.  
 
 (initial) I have ensured that every vendor is theme appropriate. 

 
 
Event Organizer’s Signature Date  
 
Event Organizer’s Signature Date  
 

 
Attachments: 

1. Individual Vendor Agreement form 
2. Community Contact List form 

http://www.citybigbearlake.com/


 
 

SPECIAL EVENT 
INDIVIDUAL VENDOR AGREEMENT 

 
 
1. EVENT INFORMATION 

Event Name:     
Event Dates:     
Event Location:     

2. VENDOR INFORMATION 
Vendor Name:    
Representative:     
Phone:  E-Mail   

3. MERCHANDISE INFORMATION 
Describe the merchandise to be offered for sale: 
    
    
 
VENDORS MAY BE RESPONSIBLE FOR A $5.00 - $10.00 PER VENDOR TEMPORARY 
BUSINESS LICENSE FEE PER EVENT PURSUANT TO CITY COUNCIL RESOLUTION NO. 
93.15.  

 
4. AGREEMENTS 

 
During the event vendors are required to: 

 
 (initial) Display merchandise in a safe and attractive manner; 
 
 (initial) Screen excess merchandise from public view; 
 
 (initial) Park in designated vendor parking; 
 
 (initial) Follow all of the conditions of approval specific to the event; 
 
 (initial) Follow all of the applicable public health and safety requirements; 
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(initial) Display or be able to produce evidence that you are an approved event vendor; 
Such evidence shall be provided by the event organizer. 

(initial) Maintain an orderly display; Tablecloths, display cases and other attractive 
materials are encouraged to avoid cluttering the streetscape. 

(initial) All packaging and business related materials shall be screened from public view; 

(initial) Products may not be displayed on the ground unless they are designed to rest 
on the ground. (For example, garden art may be displayed on the ground, but 
televisions may not.) 

I certify that: 1) I have read and understand all information on this application, 2) I agree to 
comply with all of its 
provisions, 

Vendor Representative’s Signature Date 

http://www.citybigbearlake.com/
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EXAMPLES 
(KEEP THIS PAGE) 

 

 

 

THIS NOT THIS 

The display on the left is more desirable because the display includes a professional banner, a tablecloth with 
finished edges that covers the table, and attractive racks designed for displaying products. 

  
 

THIS NOT THIS 

Packaging materials, trash, and other materials that are not for sale should be screened. The vendor to the left 
uses a tablecloth and the vendor on the right has containers sitting out in the open. 

  

THIS NOT THIS 

Garden art is designed for outdoor use. Therefore vendors may display these types of materials on the ground. 
However, clothing, electronics, and other materials that are not designed to be placed on the ground may not 

be displayed in such a manner during an event. 
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CITY OF BIG BEAR LAKE 
COMMUNITY CONTACT LIST FOR (event name): ________________________________________ 

Business Name Person 
Contacted 

Date Visited Status/Notes 

(Example) Souvenir 
Shop 

Jane Doe 01/01/2024 Spoke to owner; understands event information; does not want to be a vendor. 
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