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Document1 

All submissions must be provided a minimum of 20 working days in advance of event 

For the attached parade and event permit application, the following information is required: 

□ Event permit application completed and signed

□ Map of proposed route and/or road closures

□ Insurance in the amount of $5,000,000 that indemnifies the City of Courtenay and 
includes a 30-day written notice of cancellation clause.

□ Traffic Control Plan

□ DCBIA letter of support  (if event is in the downtown core – see attached map) **

□ Notification of emergency services

□ Signage approval request to post temporary event signage

□ Electrical use approval form completed and signed

□ Items on loan – Traffic control (approved by road’s foreman for items)
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Event information 

Please return to Operational Services in person at 1000 Piercy Avenue or by email at operations@courtenay.ca 

Applicant information 

Name of applicant (or contact person): 

Mailing address: 

Phone no: Fax no: Email: 

Event details 

Time(s): 

Take-down time(s): 

No. of participants: 

Name of event, group, etc: 

Date(s): 

Set-up time(s): 

No. of vehicles (if applicable): 

No. of spectators (if applicable): 

Describe proposed route (attach copy of map) 

Road closure required? Yes □ No □ If yes, fill out "traffic control arrangements”
Road closures are required when an event will be occupying a roadway at some point during the event 

Traffic control arrangements 

Phone: Email: 

Company: 

Contact name: 

Number of signs and/or barricades required:* 

*Traffic control equipment can be borrowed from Operational Services if available

Will pavement marking occur?* Yes □ No □
*No permanent markings are permitted. All markings must be removed immediately upon completion of the event.

Will access to power be required? Yes □ No □ If Yes, fill out attached Electrical Use Approval Form
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