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Temporary Event Coordinator Application

eWhenever food is served or sold at temporary events such as (but not limited to) festivals, fairs, sporting events,
and other public gatherings, all food vendors must have a Temporary Food Establishment (TFE) permit or other
appropriate Health Department permit (12VAC5-421-3660).

o[t is the responsibility of the event sponsor or organizer to submit a Temporary Event Coordinator Application to
the Health Department at least 30 days prior to the event. There is no fee for submitting the application.

eYou are strongly encouraged to communicate with all vendors to ensure they are properly permitted or have
applied for a permit before the event. Vendors who are not properly permitted on the day of the event will not be
allowed to serve food.

Event Information

Oindoor

Event N : Dates & h : . .
ventName ates &hours OOutdoor (CRain or shine)

Location/Venue Name & Address:

Anticipated peak attendance: Est. number of TFE's: Vendor setup time(s):

Event Organization
Name Address/Phone/Email

Sponsoring Org:

Event Coordinator:

On-site Contact:

Event Infrastructure

Check items supplied by Provide additional requested information for infrastructure elements to be supplied by Event

Event Coordinator or venue. Coordinator or venue. *Where indicated, identify location(s) on site plan

O Water Supply* Df’ublic Water Syst.em CINon-public water supply (Recent water test req’d)
Will the event provide food grade hose(s) for water? CYes CINo

O Utensil Washing OThree-basin setup . Number of TFE’s to share
OPlumbed three-compartment sink each setup

[ Refuse Disposal* Responsible party:

O wastewater Disposal* Responsible party: Removal frequency gal/day

O Food Storage* Description of food storage/refrigeration:

O Electrical Supply* Description of electrical supply:

Toilet Facilities Number of each: Permanent facilities Portable/chem toilets
Overhead covering: CCanvas OWood [OOther:

[ Booth Construction Floor: OAsphalt  OConcrete [OWood [OOther:
Walls: OScreens [OConcrete OWood [CIN/A OOther:

Health Approved: OOYes [CINo* Reviewer: Review Date: Date Rec’d

Department | *Reason for denial:

Use Only
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Vendor Information

List any vendors selling, sampling, or providing food and/or drink. Use additional sheets if needed.

Organization/
Vendor’s Name

Person In Charge
(PIC)

PIC Phone Number

PIC Email Address

Setup Type (trailer,
building, booth,
tent/canopy, etc.)
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Site Plan

Sketch the general layout of the event indicating the location of the following items below:

1. TFE locations (indicate distance from other facilities) 5. Shared utensil-washing facilities, if provided
2. Water supply, if provided 6. Wastewater disposal, if provided
3. Toilet and handwashing facilities 7. Refrigerated food storage, if provided

4. Refuse disposal containers 8. Location of animals, rides, attractions

Approval of the proposed temporary food event may be contingent upon the timely submittal of this Temporary
Event Coordinator Application. Each TFE selling or sampling prepared food and or drinks must have a permit from the
Health Department. Each TFE should apply with the Health Department at least 10 days prior to the start of the event.
No permits will be issued by the regulatory authority until permit application review and possible inspection
demonstrates compliance with the applicable Virginia Food Regulations. Approval of this application by this

Regulatory Authority does not indicate compliance with any other code, law or regulation that may be required (e.g.
local law enforcement, building codes, etc.).

Applicant Name Applicant Signature Date
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