
VILLAGE OF OAK PARK 
SPECIAL EVENTS 
How to apply for your permit via the online portal 





First time users will be required 
to create a user profile 

Returning customers may sign 
in using their past credentials 



Make sure your contact information includes name, phone number and 
email address. 
• You can include more than one contact  
• If more than one contact, indicate which is the primary contact 



Please record your password in a secure location. 
You will refer back to the portal to check status, upload 
additional documents and update information 



Use the drop down menu to select “Special Event” 
Provide a summary statement of your event 
• Include an overview of your route 
• Include an overview of the geographic area 
• Identify the name of your organization 
• Tell us why you are having your event 

This is the 
time you 
anticipate 
being finished 
with your 
event 
teardown 



This will default to Special Event 
• If it does not default to Special Event, use 

the “Previous Step” icon to go back and 
select the appropriate permit type 



• Select all items applicable to your event 
• Tents over 120 sq. feet will require a permit/fee 
• Stages will require an additional permit/fee 
• Carnival rides will require an additional 

permit/fee 



Quantity is equal to: 
• How many rides? 
• How many generators? 
• For Fire, EMS & Police staffing enter 1 

• Village staff will determine the appropriate level 
• How many food vendors? 
• How many tents over 120 sq. feet? 
• How many stages? 
• Provide your best estimate for food vendors 



• Enter the address of your event 
• For events, parades, runs & walks that are over several Village 

blocks, first enter the starting point in the “Search Address” field 
and then: 

• Select “Add Another Location and enter the end point in 
the “Search Address” field 

• If your route has the same start and end point, enter as 
two addresses 

• Make sure you carefully describe your route and include 
the description in your attachments 



Example of end address 



The project manager is the person we will contact with questions, 
invoices and requests for information.   
• Please make sure your contact information is correct 
• Email and phone numbers are required 



What documents do I submit with my application? 
The following documents must be attached to your application before 
Village staff will review: 
• Proof of Insurance 
• Site plan 
• Detailed scope  
 

It is preferred that the following documents are also attached when you 
submit your application: 
• Emergency management plan 
• List of your food vendors with contact information 

• Food vendors are responsible for their own permits 
• Providing contact information with your permit allows staff to 

better coordinate your event permits 
 

Documents that may be requested as part of the application review: 
• Tent certificates 
• Carnival certificates 
• Proof of liquor license  

 
 



The following 
documents must 
be attached to 
your application 
before Village 
staff will review: 
• Proof of 

Insurance 
• Site plan 
• Detailed 

scope 
Additional 
documents may 
be required for 
tents, stages, 
electric, food or 
liquor.   



Screenshot 
1 of 3 

Review your information before 
submitting. 
• To make corrections or changes, use 

the “Previous Step” button on the 
bottom of the page 

• Remember that “Description of Work” 
should be a summary of your event 



Screenshot 
2 of 3 

Double-check your quantities 
• Your number can be increased or 

reduced if needed 
• The number of food vendors can 

be your best estimate 



Screenshot 
3 of 3 

Double check to make sure all of 
your attachments are included 
before submitting 
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