
 

 
 

 
APPLICATIONS FOR FESTIVALS LASTING 4 OR MORE DAYS 

Site Plan and Plan of Operation Information 
 
Festivals lasting 4 or more days must meet the festival requirements found in Ch. 
261 in the Milwaukee Code of Ordinances. Please submit the following 
information to the Milwaukee Development Center, 809 N. Broadway, Milwaukee, 
WI  53202-3617 at least 30 days in advance of the proposed event. Any 
questions regarding your application can be directed to (414) 286-8542. All 
information sheets and applications can be found on the Development Center 
website at www.mkedcd.org/build. 

 
Application Form 
 

 Complete the application. Click here for an application copy or call (414) 
286-8210. 

 
Site Plans 
  

 Name and Address of the Event 
 The scale at which your site plan is drawn. (Ex. 1” = 25 feet) 
 An arrow showing which direction is north. 
 Show property lines and size (length and width) of the lot. 
 Label how all parts of the site will be used (e.g. parking area, stage, beer 

tent, food prep and serving areas, portable toilets, entrance/exit, fences, 
seating, etc.). Provide dimensions for each of these labeled areas. Follow 
criteria for “Outdoor Assembly” Sec. 261-97 if applicable. 

 Location and size of all proposed signs that will be erected on the 
premise. 

 Location and size of any existing or proposed outdoor lights on the 
premise. 

 Location, size and use of any buildings on the premise. 
 

Tip: Check with the Property Information staff (call 286-8207) to find out if there 
is a copy of a survey or a site plan on file for your property. If there is one in our 
files, it should make creating a site plan for your event much easier. 
 

 
 

http://www.mkedcd.org/build/pdfs/EAppFestivalPermit.pdf
http://www.mkedcd.org/build/


 
 
Plan of Operation 

 
 Describe in detail, what activities will occur at your event.  You may 

include an event brochure. 
 Provide a discussion of possible problems that might occur and how they 

will be addressed.  
 Describe what security measures will be in place. Provide the name of the 

security company, on-site contact phone number and the number of 
security officers present during the day and evening hours during the 
event.  

 List your proposed hours of operation 
 Describe where and how delivery, loading, employee and customer 

vehicles will enter, leave and park. 
 Indicate number of toilet and hand washing facilities.  

Minimum requirements:  
Toilet facilities: For males - 1 per 75 
                      For females - 1 per 40  
Hand washing facilities - 1 per 200 

 Temporary parking (on unpaved surfaces) for more than 3 days shall be 
approved by the Standards and Appeals Commission. Contact a plan 
examiner at (414) 286-8210 for more information. This commission meets 
once per month. 

  Liability:    The festival event permit application shall contain a statement 
that: "The applicant agrees to indemnify and save harmless the city from 
and against all liabilities, claims, demands, judgments, losses and all suits 
at law or in equity, costs and expenses, including reasonable attorney 
fees, for injury or death of any person or loss or damage to the property 
of any person, firm, organization or corporation, including both parties 
thereto and their employees, arising as a consequence of the granting of 
the permit for such festival." No permit may be issued unless the applicant 
has agreed to the terms of this statement on the written application. 

 Insurance:   Each applicant for a festival permit shall furnish with the 
application fee submitted to the department of city development a 
certificate of insurance written by a company licensed in the state of 
Wisconsin, approved by the city and covering any and all liability or 
obligations which may result from the operations by the applicant's 
employees, agents, contractors or subcontractors, and including workers' 
compensation coverage in accordance with ch. 101, Wis. Stats. The 
certificate shall provide that the company will furnish the city with a 
10-day written notice of cancellation, nonrenewal or material change. The 
insurance shall be written in comprehensive form and shall protect the 
applicant and city against all claims arising from injuries to members of 
the public or damage to property of others arising out of any act or 
omission of the applicant, its employees, agents, contractors and 
subcontractors. The policy of insurance shall provide minimum combined 
single limits for bodily injury and property damage of $1,000,000, or such 
other insurance as deemed to be adequate by the city attorney.  
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