
EVENT PLANNING FORM 

4800 E. Falcon Drive 
Main: 480-644-2450 
Fax: 480-644-2419 

airport.info@mesaaz.gov 

Special events are allowed on the airport subject to approval by the Airport Director or designee. This form 
must be submitted 14 days prior to the proposed date of the event. If the proposed event is to be held in an 
aircraft hangar, a separate Airport Management Plan form and supporting documentation also is required 14 
days in advance. Following review of the application, a representative from the airport will be in contact to 
discuss arrangements in further detail and schedule a meeting if necessary. 

In addition to the information provided on this form, some special events require a City of Mesa Special 
Event License. Please visit http://www.mesaaz.gov/business/licensing/special-event-license or call the 
Licensing Office at 480-644-2316 for more information. If a planned event includes use of Falcon Field Park, a 
ramada reservation may be required. For more information contact the Parks, Recreation & Commercial 
Facilities Department at 480-644-7529 or parksresreg@mesaaz.gov . 

EVENT CONTACT: 

Business/Organization: ________________________________________________________________ 

Primary Contact: __________________ Phone: _____________ Alternate Phone: _________________ 

Email: ______________________________________________________________________________  

Mailing Address: ______________________________________________________________________ 

EVENT INFORMATION: 

Detailed Description of Event: 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________    

Event Date: _________ Event Start Time: _________ Event End Time: __________  
Set-Up Date & Time: _____________ 
Event location on the airport (street address & hangar number): ________________________________   
Is this event aviation related?          Yes   No 



Is this event in support of a non-profit agency/organization?  Yes   No 

If so, please provide the name of the non-profit. 
____________________________________________________________________________________________ 

Will any other airport businesses be involved in or affected by your event?   Yes     No 

If so, please list the business(es) and contact information for each: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

Anticipated number of guests/participants: ________________   

Anticipated number of aircraft: _______________ 

Anticipated number of vehicles: ________________ 
Will food be served?      Yes   No 

Please describe food/beverage arrangements (catered, served vs. buffet, food truck, etc.) 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
_ 
Will alcohol be served?   Yes  No 

If yes, will alcohol be sold?   Yes No 
If so, a City of Mesa Special Event Liquor License will be required, which includes completion of an application 
form, payment of a $25 application fee, approval by the Mesa City Council and approval by the Arizona 
Department of Liquor Licenses and Control. Please note that this application/approval process requires a 
minimum of 60 days to complete. 

Please describe arrangements for vehicle parking: 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________ 

Please describe provisions planned for traffic/crowd control including street and parking lot signage, street 
barricading, parking attendants, etc.: 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________ 

Will the event include aircraft on static display?     Yes    No 
If so, please describe arrangements for aircraft marshalling & parking:  
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________ 

If so, please describe arrangements for control/prevention of event guest access to active aircraft areas 
(stanchions & rope, barricades and/or assigned ramp monitor personnel): 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________ 



Please describe arrangements for event restroom facilities (existing restrooms within a private business and/or 
hangar or rented portable restrooms), including number of restrooms, location of restrooms, and delivery and pick-
up times. Please note that 1 restroom is required for every 100 event attendees, including restrooms 
accessible to the disabled.: 

__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________ 

Please describe arrangements, including delivery and pick-up times, for event garbage collection/disposal (airport 
garbage dumpsters, private business garbage dumpsters, rented garbage dumpsters): 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
_________________________________________________________________________________________________________ 

Please contact Falcon Field Airport administration to discuss the following potential requirements for your event: 
• Certificates of Insurance
• Airport Letter of No Objection
• City of Mesa Special Event License
• City of Mesa Special Event Liquor License
• Photo Releases for Youth
• Other Compliance

APPLICANT SIGNATURE: ________________________________ 
SUBMISSION DATE: ____________________________________ 

For questions contact: 
Jessica Alonzo at Falcon Field Airport 

jessica.alonzo@mesaaz.gov 
480-644-2451
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