How to Apply for a Special Event License
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7  Enter email address and click "Next"
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Click "Send me an email”
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Get a verification email
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9  Enter the code from your email and click "Verify"
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10 Select the correct business type from the drop down menu.
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11 Click on the plus symbol on the blue card.

Leuvv s

Aopy o License-SpecalEvrts =

P ————





image12.png
12 Click the plus symbol on the location card.
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13  Click "Enter Manually"
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14 Enter the address, city, state, and postal code.
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15  Click "Save"
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16 Click "Next"
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17

Enter the company name
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18  Select the "Commercial” option.
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19  Click "Next"
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20  Click the plus symbol on the applicant card.
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21  Enter the first and last name of applicant and click on the search icon.
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22 Click "Add"
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‘ . Repeat steps 20-22 for the manager card.
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23  Click "Next"
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24  Enter the Event Name.
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25 Enter the Event Sponsor (who is holding the event)
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26  Enter the number of days of the event.
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27  Enter the start date of event.
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28  Enter the end date of the event.
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29 Enter the Temporary Use Permit Number assigned to the event.
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30 Click "Next"
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@  Youmay alsoneed to provide a description of services and give the location of event.
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31 There are no required verifications for this license, click "Next"
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32 Type applicant name.
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33 Click the toggle next to Enable Type Signature.
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34 Re-type applicant name in the new box and it will auto generate a signature.
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Navigate to Access Leawood home page.
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35  Click "Next"
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36 Review information and click 'Submit'.
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2 Click ‘Apply’
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Click ‘License’
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4 Click "Show Categories"
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5

Select "Special Events"
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6  Click "Apply”
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