
1. City of Newport Beach Business License
Any business or vendor without a current City of Newport Beach Business License may obtain
a 1-Day Apportioned Business License, which is processed by the Revenue Department.
As the event organizer, please collect all completed applications from your vendors and submit
them, along with this form, to your Facility Coordinator at least two weeks prior to the event. 

Note: Applications submitted fewer than two weeks before the event may not be processed
in time.

2. General Liability Insurance Policy
A minimum coverage of $1,000,000 per occurrence
Certificate of Insurance Details:

Certificate Holder box:
City of Newport Beach
100 Civic Center Drive, Newport Beach, Ca 92660

Additional Insured Endorsement
Must name “The City of Newport Beach, its City Council, boards and commissions,
officers, agents, volunteers and employees” as an additional holder on the policy.

Vendors not listed on the City’s Approved Vendor or Exclusive Catering lists may still be permitted.
However, any vendor who will be paid to provide services onsite must submit the following two

documents, regardless of their approval status. This requirement applies to all vendors conducting
business on City property.

Event Details:
Event Organizer: __________________________ Phone: (____)________________

Email: _______________________________________________________________

Event Name: _____________________ Location: ____________________________

Date: _______________________

Total number of vendors, exhibitors, and/or event service providers that will be on

site ________.

Site Address: 100 Civic Center Drive, Newport Beach, CA 92660

Newport Beach Recreation & Senior Services Department

Civic Center: Communtiy
Room & Witte Hall 
Event Vender Info & Roster



List all vendors, exhibitors, service providers, and trades who will be onsite to provide a service.
 This includes any vendor conducting business transactions on City property. Examples include, but are not limited to: (Bands, DJ’s,

Coordinators, Photographers, Caterers, Party Rental, Bounce Houses, market vendors etc.) 

BUSINESSES/VENDORS CONTACT NAME PHONE EMAIL 
CURRENT NB

BUSINESS LICENSE # 












