
 

SPECIAL EVENT PERMIT 

INSTRUCTIONS 

 
 

Who Needs to Apply: 

 

Special Event Permits are required for Any event outside the normal business operations of a private or a public 

entity that is dependent upon the use of Township roads and/or services or which will take place on non-Township 

owned public or private property and which requires temporary exemption from certain Township ordinances, 

where the public is invited and the expected attendance of the event exceeds 50 individuals.  Events taking place in 

Township-owned parks and/or facilities are not special events. Examples of special events may include but are not 

limited to parades, concerts, festivals, and walkathons. 
 

Deadline for Submission: 

Sixty (60) days prior to the event. 

 

Fees: 

The correct fee must accompany this application: $25.00 payable to Robbinsville Township 

 

Additional fees may be required for additional required permits, including Police, Fire, Health, EMS or 

Construction Code, Zoning, Tents, etc.  You will be contacted should you need to submit additional fees. 
 

Insurance: 

• All applicants must provide a certificate of insurance specifically naming the Township of Robbinsville as 

an additional insured providing general liability, bodily injury and property damage coverage with minimum 

limits of liability not less than $1,000,000. 

 

• The applicant shall agree to indemnify, defend and hold harmless the Township, its agents, servants, 

representatives and employees, from and against all losses, damages, claims, liabilities and causes of action 

of every kind or character and nature, as well as costs and fees, including reasonable attorneys' fees 

connected therewith, and the expense of investigation thereof, based upon or arising out of damages or 

injuries to third persons or their property caused by the acts, omissions or negligence of the applicant, 

anyone for whose acts the applicant may be liable, or any claims arising out of or in any manner relating to 

the activities permitted pursuant to this chapter to the extent permitted by law.  The applicant shall give the 

Township prompt and reasonable notice of any such claims or actions. 

 

• Where it shall appear that the nature or size of the special event or the existence of other applicable 

insurance will not reasonably require the insurance coverage established above, the governing body may set 

lesser limits or accept such evidence of other insurance or financial responsibility as will reasonably afford 

protection to the participants of the event and the general public. 

 

Mail or deliver application and insurance certificate with fee to:   

Municipal Clerk’s Office 

 2298 Route 33, Robbinsville, NJ  08691 

 (609) 259-3600 ext. 1108 

 

Sketch: 

Please provide a map or a sketch of the event layout. Include entrances/exits, parking, vendors, restrooms, etc. 
 

 

 

Additional Permits/Information may be required: 



After review of your application, you will be contacted by individual Township departments should you need to 

provide further information or fill out additional paperwork for other permits, such as a Liquor Permit, Tent Permit, 

Raffle Permit, Fireworks Permit, Park Rental Permit, etc. 
 

Exemptions: 

Township sponsored events are exempt from this process.  

 

Events taking place in a Township-owned park or facility may be required to apply for a permit for the use of the 

park or facility pursuant to § 174-4 of the Code of the Township of Robbinsville and be subject to the terms and 

conditions thereof. 

 

Churches, schools or other religious institution are exempt from the Special Event Permit only when: 

1. The event is conducted by and held on the church/school/other religious institution’s property and/or 

adjacent to the premises owned by the school/church/other religious institution. 

2. The invited and/or expected attendance is less than 1,000 individuals. 

3. All of the proceeds of the event are for the use of the school, church or other religious institution or for 

the use or benefit of charities of the school, church or other religious institutions; however, schools, 

churches or other religious institutions may still complete this paperwork (without the Special Event 

Permit fee), in order to assist them in obtaining other permits that are required and informing the 

Township of the planned activities. 

 
Food Vendors and Food Trucks: 

Each vendor will be required to obtain a Fire Permit (if cooking) and a Food Handling Permit and are subject to inspection by 

the Fire and Health Departments. These permits and associated fees/inspections are the responsibility of each food vendor to 

obtain.  

 

It is the organizer’s responsibility to ensure that all of the food vendors obtain the required permits/approvals in a timely 

manner.   

 

Vendors serving alcoholic beverages require additional permits from the NJ Division of Alcoholic Beverage Control. 

 

Each vendor should contact the Municipal Clerk’s Office for instructions. Instructions/applications are also located on our 

website at www.robbinsville.net.  

 

The Solicitor’s permit requirement will be waived for vendors operating at an approved Special Event. 

 

Please note that application fees, approvals and permits are not refundable or transferable.   

 

Approval:    

Once all paperwork is complete, fees paid, and approvals are obtained from all affected departments, your 

application will be placed on a meeting agenda for approval by the Township Council by Resolution. It is the sole 

responsibility of the organizer to monitor the progress of the individual vendors to ensure that applications are made 

in a timely manner.  The Municipal Clerk shall then issue a Special Event Permit to you.  This permit needs to be 

brought to the event and conspicuously displayed to the public at all times during the event. 
 

Noise Ordinance: 

Applicant agrees that the proposed special event will not create loud, disturbing and unnecessary noises and shall 

adhere to the restrictions stipulated in chapter 66, “Noise”, except that a waiver may be approved at the discretion 

of the Business Administrator or their designee, which shall be so stipulated on the special event permit issued by 

the Clerk.   

 

Excessive noise is prohibited between 11 pm and 7 am.  Please see Township Code § 166-4 for further details.  

http://www.robbinsville.net/


Additional Regulations: 

• The special event will not unreasonably interfere with or detract from the general public’s enjoyment of 

public parks, roadways, or other facilities. 

 

• The special event will not unreasonably interfere with or detract from the protection and maintenance of the 

health, safety and welfare of the inhabitants of the Township. 

 

• The special event will not be likely to include violence, crime, or disorderly conduct. 

 

• The roads and/or services desired to be used have not been reserved for other use at the time requested in the 

application. 

 

• The person applying for the permit will restore the premises in the same condition which existed prior to the 

special event. 

 

• The special event will not create loud, disturbing and unnecessary noises and shall adhere to the restrictions 

stipulated in Chapter 66 “Noise”, except that a waiver may be approved at the discretion of the Business 

Administrator or their designee, which shall be so stipulated on the special event permit issued by the Clerk. 

 

• The conduct of the special event will not substantially interrupt the safe and orderly movement of other 

traffic contiguous to its route or location. 

 

• The conduct of the special event will not require the diversion of so great a number of police officers of the 

Township to properly police the special event as to prevent normal police protection to the Township. 

 

• The conduct of such special event will not require the diversion of so great a number of ambulances as to 

prevent normal ambulance service to portions of the Township. 

 

• The concentration of persons, animals and vehicles at assembly points of the special event will not unduly 

interfere with proper fire and police protection of or ambulance service to areas contiguous to such assembly 

areas. 

 

• The conduct of such special event will not interfere with the movement of firefighting equipment en route to 

a fire. 

 

• Adequate restroom facilities, as determined by the Health Department, shall be provided. 

 

• The conduct of the special event is not reasonably likely to cause injury to persons or property, to provoke 

disorderly conduct or create a disturbance through excessive noise or emission of light. 

 

• All directional signs erected in connection with the special event shall be removed within 24 hours of the 

termination of the event. 

 

• The maximum capacity of any special event shall be established by a permit approved in accordance with 

Chapter 70-10 and shall be determined based upon a review of, but not limited to, the estimated attendance, 

location, accessibility and terms of admission for the special event. 

 

Robbinsville Township Clerk’s Office 

2298 Route 33, Robbinsville, NJ  08691   

Phone:  609-259-3600  Fax:  609-259-3645 



 
 

Robbinsville Township Clerk’s Office 

2298 Route 33, Robbinsville, NJ  08691   

609-259-3600 

Fax:  609-259-3645 

         

 
$25.00 Special Event Permit Fee   

*Attach a sketch of the event layout     Permit Number ________ 

Date Issued___________ 

 

APPLICATION FOR SPECIAL EVENT PERMIT 

 
Applicant/Contact Person Name 

 

Organization Name 

 

Street Address 

 

City 

 

State Zip 

Home Phone 

 

Cell Phone 

Email Address 

 

Alternate Person in Charge of Event 

 

Home Phone 

 

Cell Phone 

 

Type of Event 

 

Number of People Expected at Event: 

 

Date(s) 

 

Rain Date 

Starting Time Ending Time 

 

Setup Times/Dates 

 

Location (enclose diagram or map if necessary) 

 

 

 

 

 

Where will attendees park? 

 

 

 

Is this a private event or is it open to the public? 

 

Has your organization held similar events in the past?  If so, please list location of past events: 

 

 

 

 

 

 



 

 YES NO Explanation 
Will food be sold or served?  If yes, 

please indicate if food will be cooked at 

the event or if it is pre-packaged. 

   

 

Will there be any food trucks?     If yes, how many? 

 

Will there be restroom facilities 

available? 

   

Will there be any open burning?  i.e. 

BBQ Grills, fire pits, appliances used for 

cooking, etc. 

   

Will you provide for ample garbage 

receptacles and provide for proper 

disposal of all trash/recycling? 

   

Do you have liability insurance coverage 

for this event? 

   

Will alcoholic beverages be consumed, 

served or sold? 

 

   

Will tickets be sold for entrance to the 

event? 

 

   

Will you be conducting any legalized 

games of chance (such as a raffle, duck 

race or 50/50?) 

   

Will there be any amusement or carnival 

games (rides, wheels)? 

 

   

Will there be music with amplification or 

other loud noise? 

 

   

Will there be fireworks? 

 

 

   

Will any public roads be closed or 

affected? 

 

   

Will emergency personnel be required 

(Police/Fire/EMS)? 

 

   

Will you be utilizing tents?  

 

  If yes, what size? 

Will you be utilizing electricity? 

 

   

Will you be having any signs, banners, or 

advertising? 

 

   

Have you provided notification to 

residents and businesses being affected by 

the event? 

   

Are you the property owner?  If not, has 

the property owner consented to the use 

of the property?  (attach consent) 

   

 
As a representative of this organization I, (Print Name)_________________________________   agree to abide by these terms, conditions 

and rules/regulations. 

 

 

Signature            Date     



 Food Vendor 

Supplemental Application 
 

To be completed by the Special Event Permit Applicant and returned to: 

 

Robbinsville Township Clerk’s Office 

2298 Route 33, Robbinsville, NJ  08691   

609-259-3600 

Fax:  609-259-3645 

 

 
Name of Food Vendor Contact Person Phone Number Email Address 

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

 

   

 

 

 

   

Attached additional pages if necessary. 



----For Office Use Only— 

 

Name of Applicant:  ________________________________________________________ 

 

Date(s) of Event:  ________________________________________________________ 

 

Approvals required: _____ Admin  _____Police   ____Health   ____Fire   ____Recreation  

____  Community Development ____   Construction    ______Zoning   ____ Twp. Clerk   

 

 

Approved __________       Not Approved __________    Incomplete  __________ 

 

Remarks/Conditions: 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

        Signature ____________________________ 

 

        Title _____________________________ 

  

       Date Reviewed   _______________________ 

 

Municipal Departments:  Please return a copy of this form to both the Municipal Clerk’s Office and the Applicant 

for the Special Event Permit within 10 business days.  



  

 

FOOD VENDOR INSTRUCTIONS 
 

 
Who Needs to Apply: 
Any event having food vendors (including food trucks) shall file a supplemental application, along with the Special Event 
Permit Application with the Municipal Clerk.  
 
Application Process: 
The special event permit applicant will be required to submit a supplemental application naming each food vendor that is 
participating in the event. 
 
Each food vendor will be required to submit a vendor application, pay for appropriate health, fire and/or UCC Code permits 
as applicable, and complete inspections required by the Township. 
 
Fees: 
Each participating food vendor shall be required to pay its separate Uniform Construction Code, fire and/or health permit 
fees, where applicable. 
 
Mobile Food Vendor Vehicle Requirements:  

• Mobile food vendor vehicles shall be used solely for the commercial use of food and beverage service. 
 

• All items related to the operation of a mobile food vendor, including but not limited to grills and generators, shall be 
physically attached to the mobile food vendor vehicle. 

• Mobile food vendors shall have a portable water tank/sink for hand washing as required pursuant to N.J.A.C. 8:24-
5.3 integrated within the body mobile food vendor vehicle. 

• Mobile food vendors shall have a sewage holding tank as required pursuant to N.J.A.C. 8:24-5.4 integrated within 
the body mobile food vendor vehicle. 

• The mobile food vendor license shall be prominently displayed in or on the vehicle operating as a mobile food 
vendor in a conspicuous place fully visible to the public at all times while engaging in business within the Township. 

• Vehicles shall have properly inspected and tagged fire extinguishers 2A:10 B-C or larger 

• Vehicles shall have proper fire extinguishers for the type of cooking materials used (i.e. grease, oils, butter) 

• Vehicles are subject to Inspections by the Health and Fire Departments.  

 
Additional Regulations: 

• Applicants shall ensure that a food vendor participating in the permitted festival: 
o Either holds a valid mobile food vendor license issued pursuant to Chapter 158; or 
o Holds a temporary or itinerant food-handling establishment license from the Health Department and has 

obtained approval from the Fire Department to ensure the safety, health and welfare of the festival 
participants. 
 

• Inspections:  A food vendor shall be exempt from the festival application requirement if it holds a valid mobile food 
vendor license issued pursuant to Chapter 158 and is using the licensed vehicle to provide service at such festival.  
However, said food vendor shall be subject to inspections at the discretion of the Health Department or Fire 
Department. 
 

• Alcohol:  A food vendor shall be permitted to distribute alcohol in accordance with all other applicable laws and 
regulations and only if proper permits from the NJ Division of Alcohol Beverage Control are obtained. 

 



• Traffic/Parking:  Mobile food vendors shall abide by all existing traffic and parking regulations. Property owners, 
residents, and/or not-for-profit organizations giving permission to or requesting the presence of mobile food 
vendors shall be responsible for assuring that the mobile food vendor is parked legally on private property. 

• Serving/Dining:  No mobile food vendor shall serve food or beverages to a motorist or others while occupying a 
vehicle. No mobile food vendor shall provide in-truck dining services. 

• Discharge Prohibited:  Mobile food vendors shall be prohibited from discharging liquid waste, oil or grease onto the 
surface of the ground or from making any unapproved discharges of same into the sanitary sewer or individual 
subsurface sewage system located at the site. 

 

 
Food Vendor Requirements for Vendor Not Operating Out of a Mobile Unit: 

• If a food vendor is operating at an event, the organizer of the function must have a Special Event Permit from the 
Township Clerk’s Office 

• Vendor Needs Health Department Food-Handling License (Temporary or Itinerant) 

• Vendor Needs Fire Safety Permit (if you are cooking the food) 

• Vendors are subject to health/fire inspections at the event 

 

 
 

Robbinsville Township Clerk’s Office 

2298 Route 33, Robbinsville, NJ  08691   

609-259-3600 

Fax:  609-259-3645 

 



Food Vendor Application 
 

To be completed by each food vendor attending 
an approved Special Event 

Township Clerk’s Office 
2298 Route 33, Robbinsville, NJ  08691     
(609) 259-3600 ext. 1108 

 
Instructions: 
1. The special event permit applicant is responsible for distributing the following forms to each food vendor 
2. Each food vendor participating must deliver or mail the following to the Township Clerk’s Office at the above address a 

minimum of four (4) weeks prior to the event. 

• This Food Vendor Application 

• Vehicle Registration Card (if mobile food vendor) 

• Proof of Liability Insurance covering the vehicle (if mobile food vendor) 

• A copy of your Driver’s License 

• Health Department’s Food Handlers License Application** and fee of $50* for annual itinerant or $35* for 
temporary, single event license (or copy of current license) 

• Fire Permit Application** and fee of $54 for Fire Permit* 

• Signed Fire Code Requirement acknowledgement page 

• Most recent copy of hood suppression written report for the vehicle (if mobile food vendor) 
 
*Each Fee must be paid by separate check. Checks may be made payable to “Robbinsville Township.” 
 
** Vendors are subject to inspections by the Health/Fire Departments prior to and/or on the day of the event. 

 
Name of Event or Sponsor of Event: 
 
 
 

Date(s) of Event: 

Location of Event: 
 
 

Name of Company: 
 
 
 

Tax ID #: 

Name of Owner of Company/Vehicle: 
 
 
 

Business Phone: 

Business Mailing Address: 
 
 
 

City: State: Zip: 

Home Address: 
 
 
 

City: State: Zip: 

Vehicle Make: 
 
 
 

Vehicle Model: Vehicle Year: 



 
Vehicle Vin #: 
 
 
 

License Plate #: Registration State: 
 
 

Home Phone: 
 
 
 

Cell Phone: 
 

Driver's License No.: 
 

Driver’s License State: Email Address: 
 
 
 

Names of all employees that will be working on the vehicle at the event & Cell phone numbers: 
 
 
 
 
 
 
 
 
 
 
 
 

 

Applicant certifies that all statements made on this form are true and correct to the best of his/her knowledge.  
Applicant further certifies that he/she has not been the defendant or subject of any action successfully 
prosecuted by any agency of any government in New Jersey. Applicant further agrees to abide by the terms, 
conditions and rules/regulations pertaining to this permit. 
 

 
Date:____________________________________  Signed:____________________________________________ 

 







  





 



 
 





 

 



 



 


