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Special Event Checklist & Timeline 

Event Name: __________________________________________ 

Date of Event: __________________________ 

60 Days Out Date: ________________ 

☐ Site Plan 

☐ Traffic Plan  

☐ Sign Placement Layout 

☐ Private Property Owner Approval (if applicable) 

☐ Add event to ExperienceFountainHills.org Event Calendar  

 

45 Days Out Date: ________________ 

☐ Liquor License 

 

30 Days Out Date: ________________ 

☐ Certificate of Insurance (COI) 

☐ MCSO Security Booked 

☐ Electrical Boxes Needed (If Applicable) Qty: ________ 

☐ Dumpster Acquired  

☐ Restrooms Acquired 

☐ Committee Approval 

 

14 Days Out Date: ________________ 

☐ Vendor List 

☐ Food Vendors Submitted to Maricopa County 

☐ Business/Vendor Licenses  

mailto:rpreston@fountainhillsaz.gov
https://www.fountainhillsaz.gov/DocumentCenter/View/4926/Special-Event-Signage-Plan
https://www.fountainhillsaz.gov/DocumentCenter/View/6822/Plot-208--Event-Parking-Use-Application-FILL
https://www.experiencefountainhills.org/events
https://www.azliquor.gov/series15.cfm
https://www.fountainhillsaz.gov/DocumentCenter/View/11639/Insurance-Requirementspdf
https://odm.officertrak.com/Maricopa-CO-AZ-SO/auth/signin
https://www.fountainhillsaz.gov/DocumentCenter/View/6819/Vendor-List
https://maricopacountyaz-energovweb.tylerhost.net/apps/selfservice#/home
https://www.fountainhillsaz.gov/400/Business-Licenses

