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APPLICATION SUBMITTAL 

Special Event Permits - Used for events that take place upon or cause a temporary change in the typical 
daily traffic flow and pattern on a County maintained public road right-of-way (ROW). Some events also 
require a Special Event Permit from Cochise County Development Services, for example, events that 
include food services and/or certain beverage services. The Engineering and Natural Resources Right-of- 
Way Encroachment Special Event Permit is specifically related to the effect of the event on the traveling 
public and the liability associated with using the public right-of-way for the event. Types of events might 
include any of the following: 

• Parades/Marches/Processions 
• Concerts/Live Music Events 
• Extension of Premise (Requires Letter of Permission from Property Owner) 
• Race/Walk/Skate/Cycle/Recreation Activities 
• Festival 
• Other special events not specifically named above 

 
TIMELINE FOR SUBMITTING REQUIRED DOCUMENTS 

Minimum 60 Days Before Event 
• Engineering and Natural Resources (ROW) Special Event Permit Application Submitted 
• Site Map 
• Parade/Race Route, if applicable 
• Pre-planning meeting with County Staff, if deemed necessary by staff 

 
Minimum 45 Days Before Event 

• Traffic Control Plan Submitted 
• Letter of Permission from Property Owner, if applicable 
• Letter from Non-profit Benefactor, if applicable 
• Cochise County Development Services Special Event Permit Application, if applicable 
• Insurance Certificate 

 
Minimum 30 Days Before Event 

• Final Site Map and/or Race Route 
• Event Timeline 
• On-site Contacts 
• Full Payment of Fees 

 
Submitting the Application 
The review and approval process begins when a completed Special Event Permit Application and 
associated required documents are submitted to the County via Citizenserve. A checklist is provided in 
Appendix A. Use the following link to access the correct location on the County website: 
https://www.cochise.az.gov/. Selecting “Permits” will lead you to the online portal for permit submittal. 
Applications and documents should be submitted based on the Timeline for Submitting Required 
Documents as noted above. 

https://www.cochise.az.gov/
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After the Application is Submitted 
County staff will review the documents and will contact the event organizer for additional details if 
required. During the initial application process, you will be allowed time to provide staff with all pending 
documents (e.g., certificate of insurance, traffic control plan, etc. – see Checklist, Appendix A.) These 
items must be received before final application approval and issuance of permit. Every effort will be made 
to complete the initial review in a timely fashion. Approval may take additional time if multiple reviews 
and resubmittals are required. 

Submitting an event application should not be considered as approval or confirmation of your event. 

Possible Reasons for Denial of Applications 

The County reserves the right to deny a request for an Event Permit for any reason, including, but not 
limited to: 

• Failure to comply with any federal, state, or local law, ordinance, or guideline. 
• The event will disrupt traffic beyond what is reasonable and practical. 
• The event will unreasonably interfere with access of firefighting equipment or other first responder 

needs. 
• The location will cause extreme hardship to adjacent businesses or residents. 
• The event will interfere with another event for which permits have been issued. 
• The application was not properly submitted, and no effort was made to correct an incomplete 

application once applicant was notified. 
• A previous event sponsored by the same organization did not leave the site clean or in any way 

disregarded the application and permit requirements. 
• Anything the County deems unsafe. 
• Failure to submit County Special Event Permit Application and associated documents within the 

minimum timeframes noted. 
• Estimated attendance and event that is too large for the proposed venue. 
• Estimated attendance that is too small for the requested venue. For example, requesting closure of 

a major roadway to facilitate a procession of a small number of people. 
 

Submitting an event application should not be considered as approval or confirmation of your event. 
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KEY POINTS 
 

Applicant’s Agent: Duly authorized agent of any of the following: the sponsor of an event, a charitable 
event sponsor, or property owner of parcel to be used for special event venue. 

 
County Maintained Right-of-Way: Events in the County maintained right-of-way that require a Special 
event Permit. During non-road closure events, all road and street travel-ways must be kept clear of 
pedestrian traffic to allow for the normal vehicular traffic. Pedestrians should continue to obey all typical 
pedestrian crossing rules. In addition to any special event use, sidewalks and multi-use paths are for public 
use; please give courtesy to any other pedestrian traffic needing to use these walkways. Please obey all 
traffic laws during your event whether or not the road is closed to vehicular traffic. 

Event Signs: 
Traffic control signing: All traffic control signing shall be noted on the required traffic control plan, 
prepared by an individual with the Traffic Control Supervisor certification per the American Traffic Safety 
Services Association (ATSSA). Event organizer is responsible for obtaining the appropriate traffic control 
devices to match the approved traffic control plan. Event staff shall not stop, direct, or otherwise interfere 
with traffic. More information on page 5, Traffic Control Plan, and in the requirements on the application 
form. 
Event-specific temporary signing: Any proposed signing in addition to the required traffic control devices 
should be noted on the site plan. These signs would not be permanently mounted and would be displayed 
for a limited period of time. Locations, materials, and proposed ballast would require separate approval 
from the traffic control plan. 

Fees: Event organizers are responsible for the required permit application fees prior to issuance of the 
Special Event Permit. 

 
Insurance: Applicant agrees to obtain and maintain insurance coverage of the types and amounts required 
and keep such insurance coverage in force throughout the life of the contract. The County of Cochise shall 
be named as “Additional Insured” on the insurance certificate, and a copy of the certificate shall be 
provided to accompany the Special Permit Application at least 45 days prior to the proposed event for 
review. See Appendix B for required insurance information: it may vary depending upon the type of event. 

 
Permit Posting: Special event permits should be held at the event by the event contact person and 
presented upon request. 

Race or Procession Routes: Proposed race or procession routes must be indicated on site maps (see 
below) for approval. Include additional site maps if alternate routes are proposed. If the event crosses 
more than one jurisdiction, appropriate permits and permissions must be attained from the other 
governing agencies. Written consent letters from other affected agencies may be required. 

Site Map: Provide a legible map with minimum size of 11 x 17 inches. Include all site details such as an 
indicator arrow for North, the event or route, and detailed notations of all activities in the event, such as 
event entry and exit, fencing, ID checkpoints, tent locations, and a timeline of your event. Indicate 
distances on the map or site plan. This must accompany your application. 
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Tents/Canopies: To prevent damage to the roadway, tents may not be secured to the paved roadway with 
stakes, no exceptions. A canopy 12’x12’ or smaller may not be staked in unpaved areas and may only use 
weights to anchor the canopy. Any canopy larger than 12’x12’’ on public property requires Blue Stake to 
locate utility lines no less than 5 days prior to installation. Contact Arizona 811 by dialing 811 or creating a 
work request online at http://www.arizona811.com/. 

Trash Cleanup: The applicant shall clean the right-of-way or public property of all rubbish and debris, 
returning it to its pre-event condition within 24 hours of the conclusion of the event. County inspectors 
will perform inspections of routes/sites prior to and following events. 

 
Traffic and Parking: Event parking is permitted in designated areas only. Fire safety requires that all 
entrances, exits, and fire lanes be maintained. If the event will block a road or intersection, a complete 
traffic control plan must be submitted. See Traffic Control Plan below for additional information. Events 
held on private property should provide parking in private parking areas. A request for a special exception 
to allow parking within public rights-of-way may be submitted with the completed application packet for 
review. Approval will be granted only in cases where it is determined that it can be done so safely. 

Traffic Control Plan 
Traffic control plans shall be developed by an individual with Traffic Control Supervisor certification per 
American Traffic Safety Services Association (ATSSA) standards and address the traffic control required for 
the event. One may search for a certified professional via this link https://www.atssa.com/Training/Find-a- 
Trained-Professional#/qbeld/CertificationSearch. 
Event staff shall not stop or otherwise interfere with traffic. If flagging is required, only certified flaggers 
per ARS 28-653 or certified law enforcement officers are authorized. Only uniformed police officers shall 
be used to direct traffic at a traffic signal. These conditions shall be shown on the traffic control plan and 
coordinated with the appropriate law enforcement agency. Plans must meet current Manual on Uniform 
Traffic Control Devices (MUTCD) standards. A sample Traffic Control Plan can be found at the MUTCD site: 
http://mutcd.fhwa.dot.gov/. The site will have a link to the current book; temporary traffic control is Part 6 
of the source material. 

 
The applicant is solely responsible for providing or arranging for barricades, traffic cones, signs, or 
support personnel for traffic control. A list of barricade companies may be accessed here: 
https://www.tucsonaz.gov/files/business/List_of_Local_Barricade_Companies_2018.pdf 

http://www.arizona811.com/
https://www.atssa.com/Training/Find-a-Trained-Professional%23/qbeld/CertificationSearch
https://www.atssa.com/Training/Find-a-Trained-Professional%23/qbeld/CertificationSearch
http://mutcd.fhwa.dot.gov/
http://www.tucsonaz.gov/files/business/List_of_Local_Barricade_Companies_2018.pdf
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APPENDIX A 
 

Cochise County Special Event Permit Application Document Checklist 
(Not all will necessarily apply.) 

 
□ Development Services Special Event Permit Application 

□ Engineering and Natural Resources Public Road ROW Special Event Permit Application 

□ Race or Procession Route 
 

□ Certificate of Insurance 

□ Traffic Control Plan 
 

□ Parking Plan 

□ Extension of Premises Documentation 
 

□ Trash Cleanup Plan 

□ Coordination with local law enforcement if such services are required – provide written 
concurrence of agency to provide services and note services to be provided, such as crowd control, 
traffic control, etc. 

 
□ Special Event Permits from other governing agencies for portions of routes outside of County 

jurisdiction 

□ Description of event advertising: flyers, social media postings, etc. 
 

□ Notice to Neighbors and Businesses 

□ Applicant's Agent Authorization 
 
 
 

 
Sign, date, and include with packet submittal to indicate acknowledgement of requirements: 

 
 

Name:   Date:   
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APPENDIX B 
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APPENDIX C 
Contact Information 

 
Arizona Blue Stake 
Dial 811 or create online work request via link: http://www.arizona811.com/ 

 
ATTSA 
American Traffic Safety Services Association (ATSSA) 
Search for certified Traffic Control Supervisor, main page: 
https://www.atssa.com/ 
You can go directly to the following link to enter city and zip code to perform a search: 
https://www.atssa.com/Training/Find-a-Trained-Professional#/qbeld/CertificationSearch 

 
Barricade Companies 
https://www.tucsonaz.gov/files/transportation/Barricade_Company_List_6-13-18.pdf 

 
Cochise County Development Services 
Planning, Zoning and Building Safety Division 
1415 Melody Lane, Building F 
Bisbee, Arizona 85603 

 
Cochise County Engineering and Natural Resources Department 
1415 Melody Lane, Building F 
Bisbee, Arizona 85603 
Submit application via the Citizenserve portal on the County website at https://www.cochise.az.gov/ by 
selecting the “Permits” option 

 
Manual on Uniform Traffic Control Devices (MUTCD) 
Sample Traffic Control Plan 
Follow links to current standards book; Temporary Traffic Control is Part 6 
http://mutcd.fhwa.dot.gov/ 

http://www.arizona811.com/
https://www.atssa.com/
https://www.atssa.com/Training/Find-a-Trained-Professional%23/qbeld/CertificationSearch
https://www.tucsonaz.gov/files/transportation/Barricade_Company_List_6-13-18.pdf
https://www.cochise.az.gov/
http://mutcd.fhwa.dot.gov/
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APPENDIX E 
Sample Site Map 
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APPENDIX D 
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