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CO-SPONSORSHIP APPLICATION 

FY 2026  

Organization Name: _________________________________________________________ 

Event Name:  _________________________________________________________ 

City Use Only 

Date Received: _________________________________________________________ 

Received By:      _________________________________________________________ 

Council Meeting Date: __________________________________________________ 

*Please submit a completed package and application with all applicable attachments to:
specialeventapplications@palmbayflorida.org 

{Please use in Subject Line: Co-Sponsorship Request - Event Name - Organization - Event Date} 



Co-Sponsorship Application 
The City does not provide direct monetary funds, but in-kind services only Applicant Initials: _____ 
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I. Please review Appendix A before completing this application

II. Application Window (Check all that apply)

• Fall–Winter Events (October 1 – March 31)

• Spring–Summer Events (April 1 – September 30)

• Recurring Event, if so how often: ________________________________________________

Event Date(s):   _________________________________________________________ 

Event Times:     _________________________________________________________ 

III. Contact Information

Non-Profit/Organization Name: _________________________________________________________ 

Contact Name:           _________________________________________________________ 

Organization Address:   _________________________________________________________ 

City/State/Zip:     _________________________________________________________ 

Contact Phone:   _________________________________________________________ 

Contact Email:   _________________________________________________________ 

III. Eligibility (Please check all that apply)

Applicants must meet all of the following: 

• Be a 501(c)(3) nonprofit organization or government entity.

• The event is free and open to the general public.
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V. The following evaluation criteria is being requested for recognition: 

{Check all that apply and please explain your selections. You may attach answers as an additional sheet} 

• Provides public purpose by meeting one or more of the goals noted below. 
{check all that apply} 

o Promote the City as a desirable place to live, visit and do business. 

o Promote the City as a visitor destination, provide a positive economic impact, 

and/or generate tourism-associated revenue. 

o Enhance the quality of life and well-being of some or all residents of the community 

o Advance the City’s commitment to and pride in being a multicultural community. 

o Promote cultural and artistic awareness within the City. 

Please explain: 

 

 

• Do the costs of such co-sponsorship serve a public purpose by providing or 
expanding public services or programs?  

Please explain: 

 

 

• Does the event complement or conflict with current City special event 
programming?  

Please explain: 

 

 

• What is the applicant’s experience with organizing/producing this type of 
event? The City will review information related to the applicant’s past history of 
performance (when applicable).  

Please explain: 
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VI. Please provide your in-kind request from the city that would affect in-kind City
impact for which co-sponsorship is requested.

(Preliminary Site Map Required with application) 

Stage Bleachers   20x20 Tents 

Facility (Indoor Location and Room needed):__________________________________ 

Greenspace (Location): _______________________________________ 

Begin Event Set Up (Date and est. Time): __________________________________ 

VII. Complete the volunteer/staff worksheet (Attached as Appendix B.)

VIII. Complete event budget worksheet (Attached as Appendix C.)

IX. Submit Preliminary Site Map

X. Complete the Special Event Application

XI. Must Initial Every Page of Application

(How Many? Only 4 available) ____
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XII. Applicant Check List

Please use this checklist to make sure you are submitting a completed Co-Sponsorship request 
application. 

a. Cover letter describing how the event meets the City of Palm Bay's goals.

b. Completed City of Palm Bay Special Events Application and Agreement.

c. Full event budget with all income, expenses, and sponsorships, including direct or in-

kind costs.  (Template in the application package; do not include city costs or waivers)

d. Volunteer hours with a breakdown by task category. (Template in the application package)

e. The organization must be active on Sunbiz (excluding places of worship). (Submit

confirmation)

f. Provide an active Business Tax Receipt (BTR) with Brevard County, and if the organization

is located within a municipality, a valid municipal BTR must also be provided (excluding

places of worship).

g. Updated W-9 (Attached)

h. IRS Certification of Exemption

Applying does not guarantee that co-sponsorship will be approved. Other factors may be reviewed, 
including but not limited to safety and liability concerns for the public, at the discretion of the City 
Manager. Following a recommendation by the City Manager, the City Council will have the final 
determination as to whether the application is approved or denied, at a regularly scheduled council 
meeting. 

Submission Date: _____________________________________ 

Applicant Name: ______________________________________ 

Applicant Signature: __________________________________ 



CO-SPONSORSHIP POLICY FY26 

revision 05-01-2025 

I. Purpose

This policy outlines the criteria and process by which the City of Palm Bay partners with nonprofit

organizations and government entities to support public events through in-kind services. Co-

sponsorships help promote community engagement, tourism, quality of life, and cultural

enrichment while ensuring responsible allocation of City of Palm Bay resources.

II. Definitions

A. Co-Sponsorship

A co-sponsored event is defined as a single-day or multi-day event that is planned and 

conducted by an outside nonprofit organization or government entity with the assistance 

of City staff time, equipment, public safety services, and/or use of City-owned facilities. 

This assistance does not imply that services are provided at no cost. Please see Section V 

for details.  

Co-sponsored events are defined as those in which rental and fee waivers exceed $1,500, 

distinguishing them from small events eligible for administrative approval. The City does 

not provide monetary funding for co-sponsored events. The City of Palm Bay allocates 

General Fund funds (if available) annually for the purpose of partnering with non-profit 

organizations in hosting community events.  

For more information on eligibility and requirements for small-event administrative 

approvals (valued at $1,500 or less), please contact: 

specialeventapplications@palmbayfl.gov 

B. In-Kind Services

In-kind services refer to non-monetary support provided by the City of Palm Bay in 

connection with an approved co-sponsored event. For the purposes of this policy, in-kind 

services include waived fees for the use of City-owned facilities and equipment rentals. 

In-kind services do not include day-of labor, public safety staffing, inspections, and 
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setup/breakdown of special equipment. Those are the responsibility of the applicant and 

are charged in accordance with the City’s adopted fee schedule and departmental labor 

rates. 

III. Co-Sponsorship Goals

Co-sponsorships must advance one or more of the following objectives:

• Promote the City of Palm Bay as a desirable place to live, visit, and do business.

• Promote the City of Palm Bay as a visitor destination, provide a positive economic impact,

and/or generate tourism-associated revenue.

• Enhance the quality of life and well-being of some or all residents of the community.

• Advance the City of Palm Bay's commitment to and pride in being a multicultural

community.

• Promote cultural and artistic awareness within the City of Palm Bay.

The City of Palm Bay retains final authority to approve or deny co-sponsorships based on 

alignment with these goals, any perceived risk to the City of Palm Bay’s public image or 

operational capacity of the City of Palm Bay, and compliance with Risk Management 

requirements, including the provision of appropriate insurance coverage. 

IV. Eligibility to Apply

Applicants must meet all of the following:

a) Be a 501(c)(3) nonprofit organization or government entity.

b) Host a free event open to the general public.

c) Submit a completed application during an official application window.

Events not eligible for co-sponsorship include: 

• Events charging admission or participation fees (e.g., races, tournaments).

• Fundraising, commercial, or political events.

• Events primarily for promotion or personal gain.

V. Co-Sponsorship Limitations

• Rental Fee Waivers Only: Only facility and equipment rental fees may be waived.

• Labor Costs: Applicant is responsible for all day of labor-related costs, including fire
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inspection, police detail, Parks & Facilities staffing, Recreation staff (if outside normal 

hours), and setup/breakdown of special equipment per the established fee schedule. 

• Annual Cap: Total co-sponsorship allocation shall not exceed $50,000 per fiscal year.

• Per-Event Cap: Individual event co-sponsorship may not exceed $10,000 in waived rental

value.

• One Per Year: Each applicant (per taxpayer ID) is eligible for one co-sponsored event per

fiscal year.

VI. Evaluation Criteria

If the applicant is eligible to apply, and if funding is available in the fiscal year budget, the

following additional criteria will be evaluated to determine the role and extent of any City

of Palm Bay co-sponsorship:

a. Does the program provide a public purpose by meeting one or more of the City of Palm

Bay Co-Sponsorship Goals as stated above?

b. Do the costs of such co-sponsorship serve a public purpose by providing or expanding

public services or programs?

c. Does the event complement or conflict with current City special event programming?

d. What is the applicant’s experience with organizing/producing this type of event?  The City

will review information related to the applicant’s past history of performance (when

applicable).

VII. Applications

A. Application Windows

The City of Palm Bay accepts co-sponsorship applications twice per year based on when the event occurs:

Fall–Winter Events (October 1 – March 31): 

• Application Period: June 2 – July 3, 2025

• Staff Review: July 8 – July 18, 2025

• Target Council Meeting: August 7, 2025

Spring–Summer Events (April 1 – September 30): 

• Application Period: TBA

Exact dates will be published annually by the City of Palm Bay via website and email announcement. 

Applicant Initials: _____



B. Submission Requirements

Applications must be submitted via email to both:

Citymanager@palmbayfl.gov and specialeventapplications@palmbayfl.gov

Required documents: 

1. Cover letter describing how the event meets the City of Palm Bay's goals.

2. Completed City of Palm Bay Special Events Application and Agreement.

3. Full event budget with all income, expenses, and sponsorships, including direct or in-kind

costs. (Template in the application package)

4. Volunteer hours with a breakdown by task category. (Template in the application

package)

5. The organization must be active on Sunbiz (excluding places of worship).

6. Must have an active Business Tax Receipt (BTR) with Brevard County, and if the

organization is located within a municipality, a valid municipal BTR must also be provided

(excluding places of worship).

7. W-9 and IRS nonprofit certification.

C. Review and Approval

Applications will be reviewed by the City of Palm Bay staff and presented to the Council twice per

year. Final co-sponsorship approval rests with the City of Palm Bay Council. Submission of an

application does not guarantee approval.

VIII. Event Safety & City of Palm Bay Responsibilities

When deemed necessary by Risk Management, the City of Palm Bay will provide safety fencing or

other protections around water features or high-risk areas at large co-sponsored events.

IX. Fee Schedule Modifications

Fee schedules may be updated at any time through Council approval. As a result, applicants

should be aware that estimated fee calculations for in-kind services (waivers and rentals) or

labor may be impacted by changes to the adopted fee schedule and departmental rates.

Applicant Initials: _____



SPECIAL EVENTS APPLICATION
AND AGREEMENT

Event Name: Date Received by City Staff:

This application must be completed in its entirety.  An incomplete application will be returned to the 
applicant and may delay approval and reservation of preferred date.  Events must follow the City’s 
Special Event Ordinance 2019-09. Applicant must check with all applicable City, State and Federal
laws and/or permit requirements, and obtain the permits they may require.

EVENT INFORMATION

Type of Event: Special Event-City Owned Property Special Event-Non-City Owned

Parade Demonstration Block Party Concert / Festival

Venue: Tony Rosa Community Center Ted Whitlock Community Center

Fred Poppe Regional Park Captains House Other

If other, please identify:

CONTACT INFORMATION

Organization/Applicant Name: Telephone:

Applicant Address: Email:

Contact Person (if different from Applicant):

Telephone: Email:

NAME / TITLE OF EVENT

Name / Title of Event:

Description of Event:

Anticipated Number of Attendees: Open to the Public: Yes No

NOTICE: For every 250 people attending, you need one certified crowd manager.

If yes, how much?:Will you be charging an admission fee: Yes No

Date(s) of Event:

Setup Start Time: Event Start Time:

Break Down Time: Event End Time:



ROAD / TRAFFIC NEEDS

Will you be requesting any road closures?

Name of specific street/road:

Times of Road Closure:

Please include all roads to be closed on the site map that is submitted, including location of any
barricades, cones, etc. Applicant must provide written notification to each occupant within the
proposed event area at least two weeks prior to the event.

TEMPORARY STRUCTURES

Will you have Temporary Structures?

Yes No

Yes No

If yes, how many?:Booth Measurements:

If yes, how many?:Tent Measurements:

If the tent is over 800 square feet in size, the tent will require a permit from our City Building Department.

If yes, how many?:Inflatables Measurements:

Other

All items above must be clearly marked with all details on the site map that is submitted.

MUSIC INFORMATION

Will music be provided at your event? Yes No

Will there be sound amplification? Yes No

Band DJ Stereo System Other

List sound/equipment provider:

Applicant must adhere to the City of Palm Bay Special Event Ordinance Number 2019-09. The 
maximum permissible sound level is 65db at the event boundary. If the adjacent land use is
residential, the level may not exceed 55db.

FOOD / VENDORS

Will there be food? Yes No

Will there be soft drinks/water? Yes No

Will there be vendors? Yes No

Provided at a charge? Yes No

Provided at a charge? Yes No

If yes, how many vendors?

If yes, what kind? Cooking Vendor Non-Cooking Vendor

A Business Tax Receipt and Department of Health Certificate is required for the sale or
distribution of food. Already prepared food must be approved by the Department of Health prior
to the event. All vendors location must be clearly marked on the site map that is submitted.



ALCOHOL

Will there be alcohol?

Beer

A State license is required for alcohol sales and can be obtained from the Florida Division of
Alcoholic Beverages. The sale of alcoholic beverages must follow the liquor control regulations
of the City and the State of Florida.

Yes No

SITE PLAN REQUIREMENTS

Detailed Site Plans are required for special events on City-owned and non-City-owned properties.

A preliminary site plan for city-owned property shall be submitted no less than thirty (30) days before 
the event. A final site plan must be submitted no less than fifteen (15) days before the event.

A preliminary site plan for non-city-owned property shall be submitted no less than ten (10) days
before the event. A final site plan must be submitted no less than five (5) days before the event.

**Please refer to the City of Palm Bay Special Event Ordinance Number 2019-09 for full
details regarding the Site Plan Requirements**

MISCELLANEOUS

Will off-site parking be used at the event? Yes No

Will you need electricity? Yes No

Are you providing additional dumpsters? Yes No

If yes, location?

Will you be using generators? Yes No

If yes, provider name:

Provided at a charge? Yes No

Wine Liquor

Are you providing additional toilets? Yes No If yes, provider name:

How many additional toilets will you have? How many toilets will be ADA Accessible?

NOTICE: You must have at least one ADA Accessible portable toilet for your event.

Will there be first-aid stations? Yes No Will there be amusement rides? Yes No

Will there be fireworks? Yes No Will there be fire? Yes No

SERVICES REQUESTED BY APPLICANT:

Police Officer(s) If yes, how many?

The City reserves the right to assess the need for additional City services.

Please be aware that employing a service member incurs a fee for each person requested for your
event. Each police officer requested is a paid, off-duty detail and forms/applications will be sent from
the PD for request review.



INSURANCE REQUIREMENTS
Applicants for a Special Event on City property must follow the insurance requirements
as described in the City of Palm Bay Special Events Ordinance Number 2019-09:

• Commercial General Liability
• Worker’s Compensation and Employer’s Liability
• Liquor Liability (if alcoholic beverages are to be sold, served, or consumed at the event)

The City must be provided with a Certificate of Insurance listing the “City of Palm Bay”
as the Certificate Holder and naming the “City of Palm Bay” as an additional insured.
The insurance requirements must be met not less than fifteen days (15) days prior to
the scheduled event.

**Please refer to the City of Palm Bay Special Event Ordinance Number 2019-19 for
full details regarding the insurance requirements for Special Events held on City
owned property**

APPLICANT SIGNATURE

I hereby certify that the information provided in this application is true and correct
and agree to adhere to the City of Palm Bay Special Events Ordinance 2019-09.

Applicant (Required) Date (Required)

If you are submitting this document electronically, please email this document to:
specialeventapplications@pbfl.org

An attachment notating the approval by the pertinent
City of Palm Bay Departments will follow this page.









Co-Sponsorship Budget Work Sheet Event Name:_______________________________ 

Expenses  Amount Revenues  Amount 

Total  $  Total  $  

Final Projected (Rev-Exp):  $  



Co-Sponsorship Volunteer and Staff

 Work Sheet

Event Name:_______________________________

Set Up Additional Task Volunteers will be performing

# of Vounteers

Estimated Total Hours

Vendor Set Up 

# of Vounteers

Estimated Total Hours

Parking

# of Vounteers

Estimated Total Hours

Planning of Event

# of Vounteers

Estimated Total Hours

Breakdown and Clean Up

# of Vounteers

Estimated Total Hours

Total # of Volunteers -$    

Estimated Total Hours -$   
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