
 

 
Instructions for Event Permit Application in MyGov 

 
1. Create a MyGov Collaborator account by going to this link https://tinyurl.com/4ra44386 or 

scanning the QR code below to access the link. Please save your log-in information. 

 

 
 
 
 
 
 

2. After setting up your log-in information for your account, you will get a verification code sent to 

your email. Once your collaborator account is verified and you log in, add the contact 

information for the event organizer. Please complete all fields marked with *. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://tinyurl.com/4ra44386


 

 

3. Once you submit the contact info, you will arrive at your Dashboard to select the green button 

on the right that says “+ Get Started.”  

 

 

 

 
 
 

 

 

 

 

4. On your Dashboard in the top left corner select the green button that says  

“+ Make New Request.” 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

 

 

 

5. Then you’ll select “City Clerk” as the department and select Event & Mass Gathering Permit 

 
 

6. Complete the required information for the permit application and upload any necessary 

documents (site plan, liability insurance). Select the checkbox for any fee(s) that apply to your 

event.  If you make a mistake, or are unsure, I can adjust it when I review your application.     



 

 

 
 

 

7. At the bottom of that screen, click the green button to “request license,” and I’ll take it from 

there.   

 

 

 

 

 

 

8. Once your information is reviewed, you will be emailed an invoice for any applicable fees which 

you can either pay online through MyGov or send/drop off a check to City Hall.  

 

You can view the progress of your application on your MyGov Dashboard and will receive an 

email if there is any information that needs to be updated.  

 

9. You will receive an email when your permit is approved including a PDF document of the permit 

which you can print. 


