
Process to Apply for a Special Event License 
 

Use the following link to our online website:   https://www5.citizenserve.com/foley 

 

Select Login at the top right of the screen (if you do not already have a login for City of Foley Citizenserve). 

 

 

 

If you already have a login with the City of Foley for Citizenserve, you will simply login and then follow the rest 
of the instructions.  If you DO NOT have a login with the City of Foley Citizenserve, select REGISTER NOW and 
continue through the prompts to create an account.  THIS IS NOT THE SPECIAL EVENT LICENSE APPLICATION.  
This is simply applying for an account to be able to apply for permits, business license, etc.  

Once you have created an account, you are ready to apply for a Special Event license.  Follow the next steps to 
apply for the Special Event business license or renew you Special Event license. 

 

 



Process to Apply for a Special Event License 
 

 

 

Select the Services menu from the top of the page and select Business Licenses. 

 

 

 

Select Apply online to start the process to apply for the Special Event business license.   

 

 

 

 



Process to Apply for a Special Event License 
 

 

 

 

Select Special Event License to start the process to apply for the Special Event business license.   

 

 

 

 

Select One Event Only (Per Event) if you only have one event coming up.  The fee will be $20 for this event 
only.  Select Multiple Events (Yearly) if you plan to attend more than (5) FIVE events during the year.  The fee 
for MULTIPLE Events is YEARLY and the fee is $114. 

 

 

 

 

 

 

 

 



Process to Apply for a Special Event License 
 

 

 

Complete each of the categories above.  We will need the name of the event, the event dates, a good 
description of exactly what you will be doing in Foley (what you are selling or the service you are providing).  
You must complete the information for Owners, Partners and Officers Information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Process to Apply for a Special Event License 
 

 

Upload a copy of the owner’s driver’s license (or photo identification).  If your business is required to have a 
Cottage Food Permit or a Health Department permit – please upload a current copy to Additional 
Documentation.   

Sign the form electronically.   

Click SUBMIT to submit the application.  If you do not click SUBMIT – we will NOT receive the application. 

 

 

Once we receive the application, we will check to ensure all required information has been submitted and 
then we will request payment for the license.  Once paid, we will upload a copy of the Special Event Business 
License to the Citizenserve portal for your access. 

IF you choose the MULTIPLE Events (Yearly) option, you will need to renew your Special Event License in 
December each year.   

If you apply for the ONE TIME EVENT (Per Event), you will need to reapply for each event you will work in 
Foley.  You can re-apply under the same Login.  You DO NOT NEED to create a separate login each time you 
apply. 

If you are selling products, you will need to submit sales tax.  You may apply for a sales tax identification 
number under the Business License menu, by selecting TAX APPLICATION and entering your information.  If 
you already have a City of Foley Tax ID, you do not need to re-apply.   

 

 

 


