City of Allentown

Special Events Process Flow

I. Application Process — Applicant
2026

The Applicant:

The Aoplicant * Gives basic information pertaining The Applicant
Is the event on e Applican to the event. submits the
COA owned Yes R nav1g§t§s to NERec -~ * Provides required documents: .| Application to the
roperty and does it e and begins the e - COoI Special Event
’ Ir)eqlilire COA required SPe"i?l * Site Map Cogregiljato:(esr)l ;or
services? Events Application. * Answers the application questions to review.

determine COA services required.

A Special Events
Application/Permit
is not required.
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City of Allentown
Special Events Process Flow

I1. Application Approval Process - Departmental

2026

The Special Events
Coordinator(s) receives a
Special Events Application in
MyRec and begins to review.

The Special Events Coordinator(s):

Creates a folder for the event in the Special

Event Committee Teams Channel.
Enters event information into the Event

Checklist in the Special Event Committee

Teams Channel.
Enters event information into the Event
Tracking Spreadsheet.

Is the required
application information
and documentation
complete?

The Special Events
Coordinator(s) requests
missing information/

N .
0 documentation.

The Special Events
Coordinator(s)
reviews COA

services requested.

Does the
Applicant
provide missing
information?

The
Application
is denied.

Does the
Special Events
Coordinator(s)
approve the
event?

A

The Application is
tentatively approved

The
Application
is denied.

A

Does the

Applicant pay Yes

No

\ 4

invoice is sent to the

and the Application Fee

Applicant through MyRec.

the Application
Fee?

The Special Events
Coordinator(s) receives the

\ 4

The Application is denied
and the Special Events
Coordinator(s) sends a

rejection email to the
Applicant detailing why
their event was denied.

Does the
Applicant make
appropriate
changes?

The
Application
is denied.

payment and sends an email to
the Applicant with the next
steps.

The Special Events
Coordinator(s) updates the
Event Tracking Spreadsheet
with invoice payment
information.
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City of Allentown

Special Events Process Flow
II1. Permit Approval Process
2026

The Special Events
Coordinator(s)

reviews COA
services requested.

The permit is
denied and | No

the Applicant |
is notified.

v

The Special Events
Coordinator(s) emails

The Departments

A\ 4

the Special Event
Committee requesting
Department approvals.

approved by the
ayor/Designee?

The
Application is
denied and
the Applicant
is notified.

Is the event

review the Event
Checklist.

\4

Does the
Applicant
revise their
event plan?

Is the event
approved by all
Departments?

The
Department(s)
provides reason
for denial.

A

The Applicant submits all
required documents and pays
COA Services Fees 60+ days

before the event and the
application moves forward to the
Mayor/Designee for approval.

The Special Events
An approved Coordinator(s)
event permit is »(  sends an email to
issued. the Applicant with
next steps.

The Applicant agrees to
the permit conditions
and signs the permit and

A

The Special Events
Committee Review
invite is sent 60+ days
before the event and
Applicant attendance is
mandatory for large
events and optional for
small events.

returns the agreement to
the Special Events
Coordinator(s).

\ 4

The Special Events Coordinator(s):
Enters the permit agreement and COI

into MUNIS.

Updates the Event Tracking
Spreadsheet with permit information.
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City of Allentown
Special Events Process Flow
IV. Vendor Processing

2026

The Vendor navigates to the MyRec
page for the City-Run Special Event
and selects the registration
application that corresponds to their
type of vendor business activity.

The Vendor provides
their business license
and COI (and Health

v

The Vendor:
* Virtually signs a release.
* Provides the required registration

information.

* Virtually signs and acknowledges the Special
Event Vendor Disclaimer and Special Event
Vendor Indemnity Agreement.

The Vendor submits
their application and
»  receives an invoice

A

License if required) to
the Special Events
Coordinator(s) for

review.

\ 4

The Special Events
Coordinator(s) adds The
Vendor information into

Upcoming Events Vendors

A

List in the Special Event
Committee Teams Channel
under “In Process of
Confirming”.

The Special Events
Coordinator(s) confirms
validity:
COA Business License —
Revenue & Audit
COI - Risk Management

Is the Vendor
considered a Food or

The Vendor
conducts business

\ 4

Craft
Beer/Distillery/Wine
Vendor?

The Special Events Staff
receives the registration
application and reaches
out to the Vendor for
their COA Business
License and COI.

for the Vendor
Registration Fee.

A 4

The Vendor
reviews and pays

Yes

A

the Vendor
Registration Fee.

at the City-Run
Special Event.

The Special Events Coordinator(s)
moves the Vendor into “Confirmed”
on the Upcoming Events Vendors
List in the Special Event Committee
Teams Channel.

Health Services must
confirm the Vendor has
a valid Health License
and has paid the Vendor
License Fee before
receiving their license.

A Vendor License is
issued to the Vendor

A

for the duration of
the Special Event.
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City of Allentown
Special Events Process Flow

V. Volunteer Compensatory Time Process

2026

Parks & Recreation emails
COA Employees requesting
volunteers for upcoming
City-Run Special Events.

A non-bargaining
COA Employee

Does the
Department

signs up to volunteer
via email.

A

Head approve?

The COA Employee
signs the form and

At the event, the COA
Employee confirms
attendance with
Special Events staff.

\ 4

A

submits it to their
Department Head
for approval.

The COA
Employee does
not receive
compensatory
time for their
volunteer hours.

The form is sent to the
Department
Timekeeper to
complete with their
initials.

The Timekeeper tracks
the earned volunteer

compensatory time and
retains the records.

After the event, the Special Event
Manager completes their portion of
the Non-Bargaining Compensatory
Time Form and emails the form to

the COA Employee.

\ 4

Payroll pays the COA
Employee at their regular
rate of pay for their
volunteer compensatory
hours.

The COA
Employee uses
their compensatory
time and notifies
their Timekeeper.

y N

The Timekeeper
enters the “NBVOL”
code for the
volunteer time into
the payroll system.

quarter the same as the
quarter the volunteer

Is the calendar year

hours were earned?

The COA Employee
does not receive
compensatory time
for their expired
volunteer hours.
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