
EVENT INFORMATION

DATE(S)

DESCRIPTION/ 
NATURE OF EVENT

ANTICIPATED # OF ATTENDEES

DATE PARCEL # PERMIT #
(Office use only.)

PROPERTY OWNER

NAME CONTACT

ADDRESS

APPLICANT/PROJECT CONTACT

COMPANY NAME CONTACT

CITY STATE ZIP

ADDRESS

PHONE EMAIL

SAME AS APPLICANT

CITY STATE ZIP

INSTALLER

COMPANY NAME CONTACT

CITY STATE ZIP

ADDRESS

PHONE EMAIL

SAME AS APPLICANT

WILL FOOD AND DRINK BE SERVED AT THE EVENT?

WILL COOKING OR OUTDOOR GRILLING TAKE PLACE AT THE EVENT LOCATION?

YES NO

YES NO

PHONE EMAIL

(FORM CONTINUES) 
PAGE 1 OF 3

EVENT ADDRESS/LOCATION

64 E. Walnut St.  
Westerville, OH  43081-2308 
t. (614) 901-6650 
f. (614) 901-6666

APPLICATION FORM
COMMERCIAL TEMPORARY TENT PERMIT

BUILDING DIVISION

v6/18/2019
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TENT INFORMATION

WILL THE TENT(S) BE OPEN ON ALL SIDES?

WILL THE TENT HAVE AUXILIARY POWER/ELECTRICITY?

WILL THE TENT BE HEATED?

WILL THERE BE OPEN FLAME OR HEATING DEVICES 
WITHIN THE TENT TO COOK OR WARM FOOD?

IF YES, PLEASE PROVIDE A BRIEF DESCRIPTION OF THE DEVICES

YES NO

YES NO

YES NO

YES NO

OTHER

NUMBER OF TENTS BEING INSTALLED

SQUARE FOOTAGE OF EACH TENT

DATE

PHONE NUMBER

In consideration of permission granted I/We agree to construct said work in all respects  in conformity 
with all applicable codes and regulations of the City of Westerville. Please remember that the applicant is 

responsible for coordinating and  scheduling the required inspections on this permit.

PRINTED NAME

64 E. Walnut St.  
Westerville, OH  43081-2308 
t. (614) 901-6650 
f. (614) 901-6666

APPLICATION FORM
COMMERCIAL TEMPORARY TENT PERMIT

BUILDING DIVISION

SIGNATURE OF APPLICANT/PROJECT CONTACT
Also sign p. 3 
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SIGNATURE OF APPLICANT DATE

PAGE 3 OF 3

64 E. Walnut St.  
Westerville, OH  43081-2308 
t. (614) 901-6650 
f. (614) 901-6666

APPLICATION CHECKLIST
COMMERCIAL TEMPORARY TENT PERMIT

BUILDING DIVISION

By signing below I agree that I have presented all of the items requested in this checklist and that 
failure to do so may result in an incomplete application, which will be rejected.

PERMIT #(OFFICE USE ONLY) 

Plot Plans: show the location of the tent(s) on the property. Plan shall also provide dimensions 
between the tent(s) and; property lines, buildings, parking areas, cooking locations, and combusion 
engies. If paper submission, three (3) sets properly bound required.

Completed application form.

Please ensure that you have included the following listed items with your application. 
(If online submission, follow the instructions & requirements in the Submission Guide and submit through 
the Online Plan Submission Portal, both of which are accessible from the Forms & Applications website). 

If applicable, please describe the information and items not included and the reason(s) why. 
Incomplete applications will not be accepted.

Engineered Drawings: The tent structure shall be designed and constructed to sustain dead 
loads; due to tension or inflation; live loads including wind, snow or flood; and seismic loads and 
in accordance with Chapter 16. Please contact your vendor to have a design profession provide 
drawings that demonstrate compliance, including support and anchorage details for the tent(s) 
installation. If paper submission, three (3) sets properly bound required.

Flame Propagation Performance Certificate: The permit holder, owner, or tent installer shall provide; 
a certificate, report, or have an affixed label on the tent, from an approved testing laboratory 
certifying the tent membrane is non-combustible and/or meets the fire propagation performance 
criteria of NFPA 701. If paper submission, three (3) copies required.

Note: Fees are not paid until approval but for a list of current fees, visit the Commercial Permit Fees 
page (accessible from the Forms & Applications website in the Building Permit Applications section). 

Tent Floor Plans: shall detail seating arrangements, fixture arrangements, aisles dimensions, and 
location of exits. If paper submission, three (3) sets properly bound required.

v6/18/2019

https://www.westerville.org/services/planning-development/forms-and-applications
https://www.westerville.org/home/showdocument?id=360
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