
Leawood Parks & Recreation 
Special Event Use Application 

(Application must be submitted at least 30 days prior to the event)

Today's Date

Date(s) of Event

Name or Location of Facility or Shelter requested

Time(s)

Name of Organization

Contact Person

Street Address

City State Zip Code

Secondary PhonePrimary Phone

E-mail Address

Estimated Attendance Estimated Number of Cars

Please specify event type:

Birthday Party Graduation Party Company Picnic Scout Event Family Picnic
Reunion School Picnic Church Picnic Walk / Run Concert Sport Event

Sport Event with field use - field(s) requested

Other

Please describe the event completely



Please answer the following questions regarding your event:

1.  Will your event require the service of outside vendors, businesses or organizations?

Yes No

If yes, please list the following information:
Company Name What service will they provide for your event?

NoYes

2.  Will your event require any potential additional equipment to be provided by the City of Leawood?

If yes, please list the type of equipment/apparatus, i.e. water usage key, amp outlet(s), trash cans, etc.

NoYes

3.  Will your event include an admission charge?

If so, please list the price

4. Please check any of the following that will be a part of your event:

NoYes

NoYes

NoYes

NoYes

NoYes

Concession / Merchandise Sales
Security
EMS / First Aid
Volunteers
Emergency Vehicles / Law Enforcement

5. Depending on the nature of your event, liability insurance may be required.  Do you [or your proposed 
    vendors] currently have liability insurance that would cover this event? (Your name must accompany     
    insurance)

NoYes

Liability Insurance indemnifying the City of Leawood is required for all Special Event Permits.  Minimum 
amount of Insurance shall be 1 million dollars per occurrence with a 1 million dollar aggregate.   
NOTE: Policy must be provided two weeks prior to the event.

6. Please list any additional requests you may have regarding your event - please provide detailed attachments  
    as needed.



Fee amount:

7. A $35.00 Special Event Use fee must be submitted with the completed and signed application. 
    [Fee is non-refundable]

Please do not promote this event unless you have received an approved copy of your special use permit 
signed and dated by the Director of the City of Leawood Parks and Recreation Department.

Applicant Signature

Print Name

Date

PLEASE REMIT THIS COMPLETED AND SIGNED APPLICATION TO:
City of Leawood Parks & Recreation Department 
ATTN: Director of Parks & Recreation 
4800 Town Center Drive 
Leawood, KS  66211 
 
Fax: (913) 339-6721

FOR OFFICE USE ONLY
SPECIAL EVENT USE

DeniedApproved

Date Received in the P&R Dept.

Reason for Denial

Title:Approved/Denied by:

Fee Required:

Date Paid

Title:Fee waived by: 

NoYes
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