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OVERVIEW 
 
Thank you for requesting a Special 
Event Permit Application.  

The vibrancy and culture of our city are 
enriched by events. Event & Film 
Services wants to help make your event 
a success while meeting health, safety, 
and community welfare standards. 

A Special Event must be connected to a 
brick and mortar business or 
cosponsored by the West Hollywood 
City Council.  

Most businesses in the City of West 
Hollywood are allowed to have up to 12 
Special Event Permits per calendar 
year. Businesses must submit a Special 
Event Permit Application for each 
proposed event.  

Some examples of events that would 
require a Special Event Permit are: a 
store opening requiring a sidewalk 
closure, a premiere party with live 
music, a walk-a-thon, an after-party, an 
event with food trucks. See specific 
qualifiers on Page 4 under Event 
Classification Criteria. 

In order to determine whether the 
event you’re planning will require a 
permit, City staff will need to review 
your completed Special Event Permit 
Application form.  

Please email your completed Special 
Event Permit application form to 
SpecialEventPermit@weho.org.  

The City of West Hollywood issues two 
(2) classes of Special Event Permits: 
MINOR and MAJOR. Upon review of 
your completed Special Event Permit 
Application, City staff will determine the 
event’s classification.  

The classification will determine permit 
requirements, costs and submittal time 
windows. Those terms are detailed 
under Event Classification Criteria on 
page 4. 

Your event is important to us and we 
look forward to guiding you through the 
permitting process.  

 

  



Contact Event & Film Services Division   Page 3 of 21 
323.848.6447   
SpecialEventPermit@weho.org   version 20180228.1407  

Contents 

OVERVIEW 2 

SPECIAL EVENT PERMIT SUBMISSION POLICY 4 
Event Classification Criteria ......................................................................................... 4 
Special Event Permit Application Submission Policy ................................................... 5 
Event Services Counter Hours: .................................................................................... 6 
Fees: ............................................................................................................................ 6 

GENERAL REQUIREMENTS 7 
Step 1: Complete Permit Application............................................................................ 7 
Step 2: Submit Permit Application (via email) .............................................................. 7 
Step 3: Receive Application Review & Classification Designation ............................... 7 
Step 4: Los Angeles County Fire Prevention Office Approval   
(Only if notified by Event Services staff member to do so) ........................................... 8 
Step 5: General Liability Insurance .............................................................................. 9 
Step 6: Solid Waste ..................................................................................................... 9 

ADDITIONAL REQUIREMENTS 10 
Public Right of Way – Encroachments (meters, sidewalk, streets) ............................ 10 
Temporary Valet ........................................................................................................ 11 
West Hollywood Sheriff’s Station ............................................................................... 12 
Los Angeles County Health Department .................................................................... 12 
California Department of Alcoholic Beverage Control (ABC) ..................................... 12 
Notifications ............................................................................................................... 12 
Building & Safety (Tents, stages, trusses, equipment support structures, generator(s))
 ................................................................................................................................... 13 

INSURANCE REQUIREMENTS 15 

EXHIBITS 19 
Sample Site Map ........................................................................................................ 19 
Sample Sidewalk Sale Site Map ................................................................................ 20 
Sample Temporary Valet Route Map ......................................................................... 21 

 

  



Contact Event & Film Services Division   Page 4 of 21 
323.848.6447   
SpecialEventPermit@weho.org   version 20180228.1407  

SPECIAL EVENT PERMIT SUBMISSION POLICY 
Event Classification Criteria 

The classification of an event is important. The classification will affect whether or not a 
Special Event Permit is required, the permit’s cost, and the number of requirements that 
must be met for the permit to be issued.   

There are three event classifications  
1. EXEMPT   
2. MINOR 
3. MAJOR 

 
EXEMPT (from Special Event Permit process – No SEP Required) 
Promotional activities related to the primary product lines of a business that include low 
impact, incidental, event elements, like food and ambient music. For example, book 
readings and signings at book stores, opening receptions at art galleries, and product 
promotion in front of businesses. 

IMPORTANT: Events that are exempt from a Special Event Permit may still require 
other City permits. Please speak to City staff if you have any questions about 
your event’s classification. 

MINOR  
1) Partial street closure(s) 
2) Full sidewalk closure  
3) Building & Safety permit required 
4) Temporary structures built in parking lot requiring Building & Safety 
5) Footprint of the event occupies multiple store fronts  
6) Significant impacts created in a parking lot or open air space 
7) Has significant impacts on traffic, noise, and/or safety 

 
MAJOR  
Any minor event defining elements and/or any one or more of the following;  

1) Full street closure 
2) Has significant impacts on traffic, noise, and/or safety 
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Special Event Permit Application Submission Policy 

All applications must be sent via email to SpecialEventPermit@weho.org. Your 
application will be reviewed for missing content and you will receive comments within 
one business day of its submittal. You will be informed of which permit, if any, your 
event requires. You will also be informed about what’s missing from your application.   

Please note that submitting a Special Event Permit Application does not guarantee the 
approval of your event.  

Required Application Components 

1. Applications must contain 
a. All application fields must be completed or marked N/A 
b. Insurance 
c. All ancillary permits including Building & Safety (if applicable)  
d. A site plan stamped by the Los Angeles County Fire Prevention Office (if 

applicable) 
e. Sheriff review (if applicable)  

Deemed Complete 

2. A Special Event Permit Application will be deemed complete by an Event & Film 
Services staff member when the above criteria are met. 
 
The deemed complete date affects the cost of the permit. That date/time is used 
to calculate the processing fee. All requirements must be deemed complete 48 
hours (or at least 2 full business days) prior to any event activity in order for a 
Special Event Permit to be issued. 

48 Hour Deadline* 

A Special Event Permit Application must be deemed complete at least 48 hours before 
the start of any production activity related to the event. 

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

  Must be 
deemed 
complete  
at least 48 
hours*  
before a 
Wednesday 
event 

Must be 
deemed 
complete 
at least 48 
hours* 
before a 
Thursday 
event 

Must be 
deemed 
complete 
at least 48 
hours* 
before a 
Friday 
event; last 
day to 
submit for 
Saturday 
or Sunday 

Must be 
deemed 
complete 
at least 48 
hours* 
before a 
Monday 
event 

Must be 
deemed 
complete 
at least 48 
hours* 
before a 
Tuesday 
event 

  

* The 48 hours must include at least two (2) business days; holidays not included. 
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Event Services Counter Hours: 

Monday – Thursday  8:00 AM – 6:00 PM 

Friday  8:00 AM – 5:00 PM  
 
Fees: 

MINOR Special Event Permit: Fee 

Processing Fee $1,000.00 
Processing + Late Fee – Less than 15 days prior to event $1,250.00 
Processing + Late Fee - Less than 10 days prior to event  $1,500.00 
 

MINOR Special Event Permit: (Non-Profit) 
*IRS documentation required 

Fee 

Processing Fee $500.00 
Processing + Late Fee - Less than 15 days prior to event  $625.00 
Processing + Late Fee - Less than 10 days prior to event  $750.00 
 

MAJOR Special Event Permit: Fee 

Processing Fee $2,500.00 
Processing + Late Fee – Less than 30 days prior to event $5,000.00 
Processing + Late Fee – Less than 15 days prior to event $7,500.00 
 

MAJOR Special Event Permit: (Non-Profit) 
*IRS documentation required 

Fee 

Processing Fee $1,250.00 
Processing + Late Fee – Less than 30 days prior to event $2,500.00 
Processing + Late Fee – Less than 15 days prior to event $3,750.00 
 

* Such as 501c3  
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GENERAL REQUIREMENTS  
All Special Event Permit applicants must complete steps 1-6.  

Step 1: Complete Permit Application 

Please complete all sections of the Special Event 
Permit Application. All Special Event Permit 
Applications require a site plan of your event 
layout. All event elements must be indicated on 
your site map. 

See a larger example of the map on page 19. 

Step 2: Submit Permit Application (via email) 

Please email your completed Special Event Permit Application form to  
SpecialEventPermit@weho.org.  

If you prefer to hand deliver the application, please deliver it to the following address:  

West Hollywood City Hall 
8300 Santa Monica Blvd 3rd Floor 
West Hollywood, CA 90069  

Your application will be reviewed within one business day. 

* If notified to obtain Fire’s approval, please see Step 3. Once Fire’s approval is 
received, please bring the completed Special Event Permit Application to City Hall.  

Step 3: Receive Application Review & Classification Designation    

The application will be reviewed and assigned a classification based on the Event 
Classification Criteria on page 4.  

MAJOR & MINOR classifications require applicants to follow the remaining steps in this 
guide.   

An EXEMPT classification requires substantially fewer requirements.  

The applicant will receive a specialized email declaring the event/activity exempt from 
Special Event Permit requirements and detailed instructions regarding any ancillary 
permits that may be required by the City, such as encroachment or temporary valet 
permits.   
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Step 4: Los Angeles County Fire Prevention Office Approval  
(Only if notified by Event Services staff member to do so) 
 

EVENT ELEMENTS REQUIRING A FIRE REVIEW 
 Structures, including tents 
 Open Flame, including candles, flame heated food and performances with flame 
 Generators  
 Expected crowds will be within 5% of venue capacity limits.  
 Potential limitation to ingress/egress 
 MINOR & MAJOR categorized events 
 Any element of activity that may have significant impact to traffic, noise or safety.   

All other event elements within the EXEMPT event category are often exempt from the 
Fire Review requirement and do not need to go to the Fire Department. Please check 
with an Event & Film Services staff member to confirm an exempt status. 

If Fire Review is required, the Los Angeles County Fire Prevention Office at Station 7 
must sign your Special Event Permit application and stamp your site map before you 
come in to City Hall with the hard copy of your Special Event Permit application. If you 
need more than one piece of paper to complete your site map, all pages must be 
stamped by Fire. 

PLEASE NOTE: There is a minimum $314.00 fee for the Los Angeles County Fire 
Prevention Office’s approval paid directly to the Los Angeles County Fire 
Prevention Office. Additionally, a Fire Safety Officer (FSO) may be assigned to 
your event at a separate fee paid directly to the Los Angeles County Fire 
Department. 

The Los Angeles County Fire Prevention officers may have questions about the event. 
The person most able to answer questions about the event’s operations should take the 
Special Event Permit Application and site plan to Fire Prevention. 

Los Angeles County Fire Prevention Office, Station 7 
864 N. San Vicente Blvd. 
West Hollywood, CA 90069  
Phone: (310)358-2380  
Hours: Monday – Friday, 8:00 AM – 10:00 AM 
Captain Shawn Georgia, Inspector Ed Watson, Inspector Wynton Foster 
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Step 5: General Liability Insurance 

Insurance is required for all Special Event Permits. Please see detailed INSURANCE 
REQUIREMENTS beginning on page 15 or contact an Event & Film Services staff 
member for requirement clarification.  

A fully compliant set of insurance documentation must be received for a Special Event 
Permit Application to be deemed complete.  

Step 6: Solid Waste 

All applicants are required to contact Athens Services to determine their solid waste 
disposal needs. 

If additional services (outside of normal trash hauling schedules) are required, 
applicants are required to contract directly with Athens Services for solid waste services 
related to the Special Event. No other waste haulers are authorized to remove solid 
waste from Special Events with the City of West Hollywood. The applicant will be 
responsible for separating solid waste into 4 categories.  

1. Trash 
2. Food Waste 
3. Recyclables 
4. Constructions and Demolition Debris 

Athens Services will process all waste in these four categories through a materials 
recovery facility to maximize diversion of waste from landfill disposal.  

You must contact Athens Services to schedule services for your Special Event no later 
than (7) days prior to the first day of your Special Event set-up. MAJOR permits must 
submit the schedule of services to be rendered as a part of your Special Event Permit 
Application.  

Athens Services Contact: Ruben Valenzuela; (626) 705-6317 or 
rvalenzuela@anthensservices.com  

For questions regarding the City of West Hollywood’s Solid Waste and Recycling 
Requirements, please contact Environmental Services; (323) 848-6895.   
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ADDITIONAL REQUIREMENTS  
The following requirements only apply if an event has the corresponding element(s) 
listed below.  

Public Right of Way – Encroachments (meters, sidewalk, streets)  

Reserving public property such as parking meters, sidewalks, and/or full or partial street 
closures will require an Encroachment Permit; the permit is required in addition to the 
Special Event Permit. 

The following information is required to obtain Encroachment Permits:  

1. “Public Right of Way” section of the Special Event Permit application must be 
completed.  

2. A detailed diagram of the requested encroachment must be included in the site 
plan. Sidewalk encroachments must include event elements, with placement 
detailed in feet and inches. See sample site plan in the exhibits section at the 
end of this document.  

3. Street, street lane or sidewalk closures require a traffic control plan. The traffic 
control plan must be done per M.U.T.C.D or  W.A.T.C.H manual and shall be 
drawn by professional company. 

There will be a fee, in addition to the Special Event Permit fee, for the Encroachment 
Permit. The fee amount is proportional to the extent of the public right of way (PROW) 
being reserved. The applicant will pay for the ancillary Encroachment Permit during the 
final step of the Special Event Permit application process.  

EXEMPT, MINOR and MAJOR events will have the ancillary Encroachment Permit 
processed by Event & Film Services staff. Please see page 4 for an explanation of 
classification designations. 

 

  



Contact Event & Film Services Division   Page 11 of 21 
323.848.6447   
SpecialEventPermit@weho.org   version 20180228.1407  

Temporary Valet 

A Temporary Valet License is required to operate a car parking service. The applicant 
must completely fill in the “Temporary Valet & Parking Meters” section of the Special 
Event Permit application form and submit a valet route map to apply for the license.  

See a larger example of the map on page 21 in the exhibit section.  

REQUIREMENTS FOR VALET ROUTE MAP  

1. Drop-off and pick-up locations 
2. All parking lots to be used (on-site and off-site) 
3. Vehicle circulation plan: for drop-off and pick-up 

of vehicles 
4. Written detail explaining venue location, pick-up 

& drop-off locations, parking lot location(s), car 
drop off route, and car return to guest route 

When all of the information is received by the City, 
MINOR and MAJOR events will have the correlating Temporary Valet Permit processed 
by Event & Film Services staff. The applicant will pay for the ancillary permit as the very 
last step of the application process. 

If an application is deemed “No SEP Required” or EXEMPT, the applicant will receive 
an official email from the Event and Film Services Division documenting the activity’s 
exempt status. The applicant will then need to bring the “No SEP Required” email to 
City Hall and obtain the temporary valet permit directly from the Code Compliance 
window. 

West Hollywood City Hall 
Code Compliance Division, Department of Public Works  
8300 Santa Monica Blvd, 90069 
2nd Floor Window 
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West Hollywood Sheriff’s Station 

If your event is having large crowds, celebrities, or any activity causing public safety 
concerns, you may be directed to the West Hollywood Sheriff’s Station to obtain a 
signature on your application.  

The Applicants must visit the West Hollywood Sheriff’s Station to determine if deputies 
are required for their event. If deputies are required, the applicant will contract directly 
with the Sheriff for those personnel.  

If the applicant is requesting extended hours, aka the event will go past 2:00 a.m., the 
application will require a signature from the Sheriff’s Department. 

Please contact Sargent Jon Klaus, the COPS/Events Services Supervisor for the West 
Hollywood Sheriff’s Department to arrange a time to review the event and obtain a 
signature. 

West Hollywood Sheriff’s Station 
780 N. San Vicente Blvd. 
West Hollywood, CA 
Sgt. Klaus- (310)855-8850 or (310)368-8078 

Los Angeles County Health Department 

If serving food, you must contact the Los Angeles County Health Dept. for the 
appropriate permits. 

For West Hollywood, Beverly Hills 
Marina Bernstein – (213)351-7896 or  
Donald Ahaiwe – (213)351-7896 

California Department of Alcoholic Beverage Control (ABC)  

NOTE: An Approved City of West Hollywood Special Event Permit does not approve the 
sale of food or alcohol. If serving alcohol, you must contact the Department of Alcoholic 
Beverage Control (ABC). 

ABC 
(213)833-6043 
888 S. Figueroa St. Ste. 320 
Los Angeles, CA 90017 
Hours: Monday – Friday 8:00 AM – 5:00 PM 

Notifications 

Based on the impact of your event, you may be required to notify surrounding 
businesses and residents. Please contact the Event & Film Services staff for 
clarification on notification requirements.  
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Building & Safety 
(Tents, stages, trusses, equipment support structures, generator(s)) 

A Building & Safety (B&S) permit may be required as an ancillary (or sub-permit) to the 
Special Event Permit.  

If a Building and Safety permit is required, you must first secure a Special Event Permit 
number (SEP#) before going to the Building and Safety counter. The SEP# is generated 
within 24 hours of submitting an SEP application to Event and Film Services Division in 
person or via email.  

The following information is required to obtain Building and Safety permits.  

Two complete sets of plans and two sets of supporting documents are required to be 
submitted and, when required by the State Business and Professions Code, shall be 
wet-stamped and signed by a California-licensed architect or registered engineer. 

TENTS (1) 
Tents structure greater than 120 sf. And less than or equal to 1000 square feet shall comply 
with the following: 

 Provide site plan showing location of tent 
 Fire Department approval is required 
 Provide anchorage information for tent 

Tents over 1000 square feet or tents to be placed on top of structures (i.e. roof tops) shall 
require the following in addition to the items noted above: 

 Structural drawings and calculations for tent structure 
 Provide anchorage details and calculations to verify that structure can resist 

seismic/wind loads 
 All plans, details and calculations to be stamped and signed by a licensed Engineer 

STAGES & PLATFORMS  
 A permit is required for temporary stages over 30” in height and structures used to 

cover pools. (Permits may also be required in other instances, please verify with Plan 
Check Engineer 

 Provide a site plan showing location of stage/platform 
 Provide capacity loading information from manufacturer 
 Fire Department approval is required 

EQUIPMENT SUPPORT STRUCTURES 
 Provide site plans showing location of structure 
 Fire Department approval is required  
 Structural plans and calculations are required to determine adequacy of structure to 

support equipment and resist wind/seismic loads 
 Provide anchorage details and calculations to verify that structure can resist seismic 

wind loads. 
 All plans, details and calculations to be stamped and signed by a licensed Engineer. 

GENERATORS 
 Provide site plan showing the location of generator(s) 
 Electrical permit is required for all generators that have a distribution panel 
 Permit must be obtained by a Licensed Contractor or an authorized agent 
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ALL OTHER STRUCTURES 
 Please see Plan Check Engineer for requirements for all other structures not listed 

above. Additional information may be required. 

(1) SEE BELOW FOR TENTS AND CANOPIES OVER 1000 SQUARE FEET. 

*PERMITS MAY ONLY BE OBTAINED BY A STATE LICENSED CONTRACTOR (OR 
AUTHORIZED AGENT). PROOF OF WORKER’S COMP. MUST BE PROVIDED. 

*AUTHORIZED AGENTS MUST PROVIDE A NOTARIZED LETTER AUTHORIZING 
THE INDIVIDUAL TO OBTAIN PERMITS ON BEHALF OF THE LICENSE HOLDER. 

*PLEASE ALLOW AMPLE TIME TO OBTAIN THE PERMIT. ALL SPECIAL EVENTS 
REQUIRE PLAN REVIEW BY A PLAN CEHCK ENGINNER, AND INSPECTION BY A 
BUILDING INSPECTOR. PLAN CHECK ENGINEERS ARE AVAILABLE FROM 8:00 
AM TO 12:00 PM DURING REGULAR CITY HALL BUSINESS HOURS. 

FOR TENT CANOPY STRUCTURES GREATER THAN 1000SF 

 Includes square footage of tent structure(s) on plans and calculations. 

 Wind speed may be determined as indicated below: 

1. ASCE 7-10: Minimum 110 mph wind speed and load combinations provided 
within ASCE 7-10. 

OR 

2. ANSI E1.21-2013: PERMITTED FOR TENT STRUCTURES THAT ARE 3000 
SF. OR LESS ONLY.  

If utilizing this method include the following information in design per the 
standard: 

a. Reduction in wind speed is permitted to be .75 times the basic wind 
speed of ASCE 7-10. No further reduction in wind speed is permitted. 

b. Provisions of section 3.5.2.5 for a reduced wind speed is not 
permitted. 

c. When utilizing wind load combinations of ASCE 7-10, wind loads shall 
not be multiplied by a factor less than 1.0. (Section 3.2.6) 

d. For all load combinations and stability calculations a minimum design 
safety factor of 1.5 shall be applied against overturning and sliding 
(Section 3.5.3.4).  
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INSURANCE REQUIREMENTS  
A fully compliant set of insurance documentation must be received for a Special Event 
Permit Application to be deemed complete. A complete set is required from: 

 Business hosting the event, or; 
 Producer of the event, and;  
 Temporary valet company (if applicable)  

All other agents, vendors, and exhibitors of this event are required to maintain the same 
levels of insurance even though the submittal of those documents may not be requested 
by staff.  

Additional insurance terms are required for events that have these elements:  

 Liquor Liability Insurance 
o If open to the public or money is charged for alcohol, you must contact the 

California Department of Alcohol and Beverage Control (ABC). 
o If private and no money is exchanged, ABC nor Liquor Liability Insurance 

is required.  

 Workers' Compensation & Employers Liability 
o Do you have employees?  
o If yes, you must show workers comp on your COI. 

 Automobile Liability Insurance for Temporary Valet Service 
o The Temporary Valet vendor must provide insurance.  

Insurance documents must demonstrate the following coverage:  

1. Commercial general lability insurance in an amount of not less than 
$1,000,000 per occurrence/$2,000,000 general aggregate including Liquor 
Liability coverage, if appropriate. 

2. The CITY OF WEST HOLLYWOOD must be added as additional insured 
*REQUIRES A CITY SPECIFIC POLICY ENDORSEMENT* 

3. Coverage provided must be primary and non-contributory to any coverage 
maintained by the City.  
*REQUIRES A CITY SPECIFIC POLICY ENDORSEMENT* 

4. Workers’ Compensation Insurance as required by applicable law & Employers’ 
Liability Insurance with minimum limits of $1,000,000. 

5. Temporary Valet required to provide evidence of Garage Keepers/Automobile 
liability coverage naming City of West Hollywood as an Additional Insured on a 
Primary Non-Contributory basis. Policy endorsements must be included. 

Please see detailed insurance requirements below on the following pages. Please take 
special note of requirements highlighted in red on the following pages.  

Contact an Event & Film Services staff member for requirement clarification. 
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EXHIBITS 
Sample Site Map   
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Sample Sidewalk Sale Site Map 
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Sample Temporary Valet Route Map 
 

Venue location: 
Candra’s Collection  
628 N Almont Drive  
 
Pick-up & Drop-off location:  
627 N Almont Drive 
 
Parking lot location: 
640 N La Peer Drive  
  
Car drop off route: 
Guests drop off cars in front of Candra’s 
Collection at 628 N Almont Drive. They 
continue south on Almont Drive, make a left 
turn (east onto Melrose Ave), make a left turn 
(north onto N La Peer Drive), turn right (east) 
into lot at Fitness Factory, 640 N La Peer 
Drive.  
 
Car return to guest route: 
Right turn (north) out of Fitness Factory lot 
onto N La Peer Drive, left turn (west) onto 
Santa Monica Blvd (CA Route 2), then turn left 

(south) onto N Almont Drive for return to guest.  
 




