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WHEN APPLICABLE, ENTER THE NUMBER AND DATE OF THIS DEPARTMENTAL NOTICE IN THE MARGIN OF THE MANUAL PAGE, ADJACENT TO THE SECTION(S) AFFECTED BY IT.



This Departmental Notice has been re-created for transmittal in electronic format. The original notice was signed by Jack V. Harrison, Chief Deputy Director for Operations.



	Effective immediately, Section 1721 et seq. is deleted from DOM Chapter 1700, Concessions, and the following is added to DOM Chapter 14, Field Operations.



SPECIAL EVENT PERMITS



Special event permits allow short term use of Department lands or facilities for such purposes as sporting events, historical pageants, fiestas, musical concerts, weddings, receptions, banquets, or similar types of activities. They should be viewed as a way to promote the Department, encourage public uses consistent with our mission, create and improve community and other constituency ties, and encourage new users to parks, thus increasing attendance and revenue. Special events held in units of the State Park System should be compatible and in keeping with the classification of the specific park unit.



A special event permit is required if any of the following exists:



The activity is significantly different from general park use;



Participants are charged additional fees beyond regular facility use fees;



There is a greater potential hazard or liability to the State than is incurred through typical daily park activities;



The event requires exclusive use of an area within the park;



The event interferes significantly with the public’s use of an areas (this type of event should not occur during peak season or result in the entire closure of a unit to the public);



There is a need for additional staffing;



The activity has a significant impact on the resources;



The event involves the sale of items or services.







APPLICATION PROCEDURES



For simple events such as small fishing tournaments with no participant fees, weddings, outside agency or group picnics with special circumstances, or educational programs offered by outside groups (such as Wilderness Institute, colleges, or universities, etc.), the permittee must file a DPR 246, Special Event Permit (Sample A).



The permittee must also file a DPR 246A, Special Event Permit Supplement (Sample B), for events which:



Involve the sale or use of alcoholic beverages;



Require liability insurance;



Charge participant fees beyond regular day use fees;



Involve the sale of items or services; or



Have special conditions or requirements.



	Special event permits will normally be approved by the District Superintendent (or designee). Events which involve the sale of alcoholic beverages for four days or less must be approved by the Regional Director. For events which involve the sale of alcoholic beverages for more than four days, the Regional Director, State Park and Recreation Commission, and Director must approve the permit. Events of a hazardous nature also require the approval of the Regional Director and the Department of General Services.



	Once the permit is approved, the District Superintendent  or his/her representative should schedule a walk through of the proposed use site with the permittee in advance of the event, and discuss both the permit and special event terms and conditions to prevent conflicts or misunderstandings.



	Below are specific permit processing instructions for different types of events. If the permit is disapproved at any point in a process, the unit responsible for that action will notify the Regional Office or District Superintendent as appropriate. If a special even permit is denied, the applicant has ten days to appeal the decision through Department channels  to the Chief Deputy Director for Operations.



PERMITS INVOLVING SALE OF ALCOHOL BEVERAGES



	In all cases involving the sale of alcoholic beverages, the permittee must obtain a license to sell alcoholic beverages from State Department of Alcoholic Beverage Control (ABC) before the scheduled event (see Sample C for ABC application information). The permittee must allow sufficient lead time for both the Department and ABC procedures to be completed.











PROCESS FOR ALCOHOLIC BEVERAGE SALES OF 4 DAYS OR LESS



Responsibility			Action



Permittee				1.	Completes DPR 246 and 246A. Submits an original 							and two copies of forms, all with original signatures, 							and permit filing fee to District.



District Superintendent		2.	Reviews forms. Completes reverse of DPR 246A and 							“Reviewed/Recommended By” section (signs all 							copies) on DPR 246. Sends all copies to region at 							least 21 days in advance of event.



Regional Director			3.	Reviews, forms and completes “Approval” section 							(signs all copies) on DPR 246. Returns all copies to 							District.



District Superintendent		4.	At least 17 days prior to commencing sales, posts 							Notice of Intent to Sell Alcohol Beverages at event 							site, which includes date, time, and location for 							receiving public comments. Hearing should take 							place on the 7th day after posting.



						If a protest is received and Department decides to 							proceed with event, protestor has 10 days to appeal 							decision through channels to Chief Deputy Director 							for Operations. These contacts are made through the 							Regional Office.



					5.	Requests proof of ABC license, DPR 169A, 								Certificate of Insurance for Concession Contracts/ 							Special Events (Sample D), if required, and payment 							of fees from permittee.



Permittee				6.	Submits proof of ABC license, any required 								documents and fees to District.



District Superintendent		7.	Sends original forms to permittee, copy with 								supporting documents to Region, and retains copy. 							Conducts walk through with permittee before event.



Permittee				8.	Holds event.

















PROCESS FOR ALCOHOLIC BEVERAGE SALES OF MORE THAN 4 DAYS



Responsibility			Action



Permittee				1.	Completes DPR 246 and 246A. Submits an original 							and two copies of forms , all with original signatures, 							and permit filing fee to the District.



District Superintendent		2.	Reviews forms. Completes reverse of DPR 246A and 							“Reviewed/Recommended By” section (signs all 							copies) on DPR 246. Sends all copies to Region.



Regional Director			3.	Reviews forms and completes “Approval” section 							(signs all copies). Returns all copies to District.



District Superintendent		4.	Prepares letter to State Park and Recreation 								Commission and drafts of the Notice of Hearing, 							State Park and Recreation Commission Resolution, 							and background statement (Samples E, F, G, and H). 						Sends with all copies of forms to Office of Field 							Services at least 90 days in advance of event.



Office of Field Services		5.	Coordinates Commission action and sends Notice of 							Hearing to District Superintendent for posting at 							District Office and site. Once Commission passes 							resolution, obtains Director’s signature on all copies 							of form. Returns all copies to District.



District Superintendent		6.	Requests Proof of ABC License, DPR 169A, 								Certificate of Insurance for Concession 									Contracts/Special Events, if required, and payment of 						fees from permittee.



Permittee				7.	Submits proof of ABC license, any required 								documents and fees to District.



District Superintendent		8.	Sends original DPR 246 and 246A to permittee, copy 							with supporting documents to Region, and retains a 							copy. Conducts walk through with permittee before 							event.



Permittee				9.	Holds event.



	The policy for sale of alcoholic beverages at special events in units of the Off Highway Motor Vehicle Recreation Division (OHMVR) requires different procedures established by the California Off-Highway Motor Vehicle Recreation Commission. See Sample I, OHMVR Commission Policy Number 6, for guidelines.







PERMITS FOR HAZARDOUS EVENTS



	For special events of a hazardous nature (e.g., OHV event, boat races, moto-cross races, fireworks shows, etc.) the permittee must carry liability insurance for a minimum amount of $500,000 Combined Single Limit, or $100,000 Combined Single Limit, depending on the type of activity. District Superintendents should consider “hazard to general public” when determining if an event is “hazardous” as opposed to “hazard to participant” (e.g., moto-cross races with large number of spectators).



	Since all special event permits for hazardous events must be approved by both the Regional Director and the Department of General Services, the permittee must allow sufficient lead time for processing to be completed.



PROCESS FOR PERMITS FOR HAZARDOUS EVENTS



Responsibility			Action



Permittee				1.	Completes DPR 246 and 246A. Submits an original 							and three copies of forms, all with original signatures, 						and permit filing fee to District.



District Superintendent		2.	Reviews forms. Completes reverse of DPR 246A and 							“Reviewed/Recommended By” section (signs all 							copies) on DPR 246. Contacts Regional Director for 							conceptual approval.



					3.	60 days in advance of the event, obtains DPR 169A, 							Certificate of Insurance for Concession 									Contracts/Special Events, from permittee, and 								prepares original and one copy of STD. 15, Contract 							Transmittal (Sample J). Sends all copies of DPR 246, 						246A, 169A, and STD 15 to Region.



Regional Director			4.	Reviews forms and attached documents for 								compliance with State contract rules and regulations. 							Completes “Approval” section (signs all copies) on 							DPR 246. Forwards package to Department of 								General Services for their approval. When approved, 							notifies District. Sends original and one copy of forms 						to District, copy to Central Records, and retains one 							copy for Region files.



District Superintendent		5.	Requests payment of fees from permittee.



Permittee				6.	Submits any required fees to District Superintendent.



District Superintendent		7.	Sends original forms to permittee, retains copy. 							Conducts walk through with permittee before event.



Permittee				8.	Holds event.



ALL OTHER PERMITS



Responsibility			Action



Permittee				1.	Completes DPR 246 (and 246A if required). Submits 							an original and two copies of forms, all with original 							signatures, and permit filing fee to District.



District Superintendent		2.	Reviews form(s). Completes reverse of DPR 246A if 							submitted, and “Approval” section (signs all copies) 							on DPR 246. Requests DPR 169A, Certificate of 							Insurance for Concession Contracts/Special Events, 							if required, and payment of fees from permittee.



Permittee				3.	Submits required documents and fees to District.



District Superintendent		4.	Sends original to permittee, and retains copy. 								Conducts walk through with permittee before event.



Permittee				5.	Holds event.



FEES



	Fees due to the State related to a special event permit should be collected in advance of the event except when the permittee is required to pay a percentage of the gross profits after the event. If the permittee is unable to make advance payment to the State, the permittee may be required to post a performance bond guaranteeing payment to the State upon default.



	Fees may be waived by the District Superintendent for Department co-sponsored or cooperative association sponsored events.



FILING FEE



	A special event permit filing fee of $25 will be charged to the permittee. If  the permit is filed less than 30 days prior to the event, this fee may be increased up to $100.



ACTIVITY FEE



	Special event permit activity fees (in addition to normal park fees) will be determined by the District Superintendent based on costs incurred by the State and consideration of prevailing fees for comparable facilities in the locality. If there are any special requests or requirements (extra portable sanitary facilities, additional patrol, etc.) which involve use of State personnel, the permittee will be charged an amount according to the number of hours and classifications involved using the SAM billing rate formula in SAM Section 8140. In no case shall the fee charged be less than operational costs.



	For commercial events, activity fees may vary according to the circumstances. A commercial event is defined as any event where a participant fees are charged in addition to regular state park facility use fees, or the sponsoring organization has paid employees on staff and is a profit organization, or a nonprofit group is sponsoring a fundraiser for non-park purposes.



Activity fees for special events shall be based on the following:



The extent of area used;



The size and scope of the event;



The impact on resources and facilities;



Consideration of prevailing fees for comparable facilities in the locality;



The amount of permittee’s equipment to be placed in the park;



The number of permittee’s employees and vehicles using the park;



The worth of the park facilities to the permittee;



The amount of profit permittee expects to make from retail sales at the event;



The cost of services provided by the Department (if this includes use of State personnel, use SAM billing rate to calculate charges);



 Any other considerations as appropriate.



	The District Superintendent will charge the permittee a percentage of the gross profit from 10-25% for events designed to generate revenue with a profit-making incentive. Fees charged will be dependent upon the category of the event listed below:



Department or co-sponsored - Department absorbs cost.



Charitable nonprofit - Department recoups operating costs.



Nonprofit (non-charitable) - Sliding scale 10-25% of gross profit.



Commercial - Sliding scale charging between 10-25% of gross profits evaluated on a case-by-case basis considering factors listed above.



	Fees may be waived for nonprofit events that are compatible with and contribute to the Department’s community involvement goals.



DAMAGE DEPOSIT



	The District Superintendent may charge the permittee a damage deposit in an amount at his/her discretion based on the activity and probability of occurrence. Costs for damage repair and any fines penalties for noncompliance with permit conditions will be deducted from this deposit. The District Superintendent (or designee) may authorize refund of all or a portion of the damage deposit.



REPORTING PROCEDURES



	Any fees collected in connection with the permits are reported on a Report of Collections, DPR 197, with the source properly identified. The DPR 197 is sent directly to the Accounting Section’s Cashiering Unit accompanied by either the remittance itself or a Report of Deposit (STD. 442 or 443).



PERMIT TERMINATION



	The District Superintendent or authorized representative may terminate any permittee’s activity when it is necessary for the safety and enjoyment of the public, for the protection of the park resources, or for violations of the permit or of any rules and regulation of the Department. In the event of an emergency or unforeseen disaster, the special event permit may be cancelled without prior notice.



	Since the DPR 246 and 246A have been revised to accommodate the above procedures, copies of the new forms should be ordered form the Departmental Warehouse and existing supplies recycled.



LEGISLATIVE PROTOCOL PROCEDURE



	This special event legislative protocol procedure is intended to provide clear and consistent direction to field and headquarters personnel for selected special events where it is desirable to have elected officials in attendance.



Event Planning



Contact Legislative Office - If legislators are to be invited, consult with the Legislative Office for names of local legislators, key committee members, and/or consultants who should be invited.



Send Written Invitation - Send invitations with adequate lead time. Consult with legislators’ district offices after coordinating with the Legislative Office to avoid conflict with major legislative hearings, and check local officials’ calendars before setting date, if possible. Invitations should be sent whether or not you expect the official to be able to attend.



Public Information



Involve Public Relations Office - Inform the Office of Public Relations as early in the planning as possible for assistance with promotion and publicity. This will allow the Office of Public Relations to list the event in the quarterly Special Events Calendar, write the feature articles for News and Views and/or other publications, and assist with press releases and media contacts.













Prior to the Event



Determine Speakers - Decide whether the elected officials are to talk. Usually if one talks, you must let all talk.



Coordinate for Special Needs - As practical, keep in contact with elected officials’ staff members for any special needs (i.e., timing, transport, parking) that may be needed.



Provide Written Guidance - Provide a letter well in advance of the event, including details such as time, location, directions, and/or a map, where to park, the expected role for the elected officials, and event schedule, the name of the contact person at the special event, and how they are to find the contact person arriving at the event.



Confirm Attendance - As practical, call a few days ahead of the event and confirm attendance. Discuss any last minute details.



Day of the Event



Contact Person - Have a DPR employee assigned to meet elected officials. This should be the contact person previously named. If possible, this person should not be assigned other duties which could interfere with being available to assist the elected officials.



Contact Station - Be sure that the contact station operator is briefed and has a list of those who are to be provided free entrance to the event. The contact station operator (if applicable) can guide the legislators and officials to the contact person. 



Refresh Roles - Upon meeting the elected officials, the contact person should brief them on the status of the event, refresh understandings of their roles in the event, provide name tags, and take care of any special needs.



Event Follow-up



Write thank you letters and also invite the elected officials to come and visit the parks in the area later.



	If you have any questions regarding special event permits, contact Janelle Miller at (916) 322-7383/ATSS 492-7383, or Carl Maier at (916) 455-7090/ATSS 485-7090.



								original signed by



								Jack V. Harrison

								Chief Deputy Director

								for Operations



Attachments (DPR 246, DPR 246A, STD. 15, not part of this document)
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