




















MEMO 
City Clerk’s Office 

TO City Staff 

FROM Marcy Garner, Deputy City Clerk 

DATE August 20, 2024 

SUBJECT Request to update consolidated fee schedule to include Annual Special Event, Business Licenses 

The Sedona City Clerks’ Office currently charges $70.00 for a new regular business license application, $35 for an 
annual renewal of a regular business license and $10 for each special event, business license.  

Business - Per Sedona City Code, “Business” means all activities or acts, personal or corporate, engaged in by any 
person or entity (or agent or employee of such person or entity) conducted for the purpose of apparent gain, benefit, 
or advantage, either direct or indirect, but not casual activities or sales. The term “business” shall include any trade, 
business, game, amusement, profession or occupation.” 

Special Event Business License – Per Sedona City Code, “Special Event Business License” Application for a 
temporary special event business license shall be made to the city no later than 5:00 p.m. three business days prior 
to the special event on forms made available by the city.” 

Historically, the Clerk’s Office has issued regular business licenses to businesses located outside of city limits that 
participate in several special events throughout the calendar year.  Several events being 7 or more events in a 
calendar year.  This simplified the process for applicants by allowing them to renewal annually for a flat fee, instead 
of submitting several applications throughout the year.  These businesses would list the location of the special event 
as the business’ physical location.  This process would streamline the application process.   

One concern with the current process is that it skews our statistics when running reports using our business license 
software, (Civic Review).  There is currently no differentiation between a regular local business and a business 
located outside of city limits participating in several special events annually. 

By creating a separate application with a separate fee of $70.00, applicants can apply for an “Annual Special Event” 
business license every calendar year.  An application designated to an “Annual Special Event” business license, 
will allow staff to generate reports and isolate the two types of business license for accurate data.   

An “Annual Special Event” business licenses can be applied for annually for a $70.00 fee which is consistent with 
the new business license application fee of $70.00.   

There are currently approximately 40 businesses interested in an “Annual Special Event” business license out of 
approximately 485 “Special Event” business licenses.  Of those businesses, the majority participate in Farmer’s 
Markets and Art shows.  These are continuous events that occur on weekends a few months out of the year.  With 
an “Annual Special Event” business license, businesses can attend these events without putting additional strain 
on staff with repetitive applications to process weekly.  The current process with only one type of special event 
business license is not advantageous to staff as it creates redundant effort.   

I reviewed the websites of similar nearby cities, (Flagstaff, Cottonwood, Camp Verde and Payson) and did not find 
a similar type of annual special event business license application to compare our process with. 

Aside from the addition of a new fee, we also need to add two established fees to the consolidated fee schedule.  
We currently have language in our city code, for an additional business license fee.  Per Sedona City Code, 
5.05.030, Issuance of Business license.  “Every application shall be accompanied by the nonrefundable business 
license fee, as listed in the city fee schedule for the first business and $5.00 for each additional business owned 
and operated by the same person or entity in a single location.”  This $5.00 fee is currently not listed on the 
consolidated fee schedule.   

There is a statutory rate for Bingo License fees that also needs to be added to the consolidated fee schedule.  Per 
Arizona Revised Statute Title 5-414, a Bingo License has the following classifications and fees.  Class A, $5, class 
B, $25 and class C, $50.   



Service Fee Summary Calculation

Service Fee: Short-Term Rental Permit
Proposed Effective Date: 1/1/2025

Units: Permit

Cost Type Annual Cost of Service
Personnel 94,848$   
Ongoing Supplies & Services 70,150$   
Indirect Cost Allocations 42,051$   
Permit Enforcement CD 31,172$   

Total Annual Cost of Service 238,221$   

Description Amount
Total Annual Cost of Service 238,221$   

Number of Permits 1,137

100% Cost Recovery Fee 210.00$   

PROPOSED FEE $   210.00

TOTAL ANNUAL COST OF SERVICE

PER UNIT FEE



Service Fee Detail Calculations

Service Fee: Short-Term Rental Permit
Proposed Effective Date: 1/1/2025

Title Activities Included

Hourly 
Wage+ERE 
Budgeted

Time per 
Permit (in 

hours)
Annual Cost 

of Service
Short-Term Rental Specialist Review of permit applications including delinquencies and outstanding complaints/citations 45.60$            1.83 94,848.00$  

Processing and approval of permit applications
Generating and issuing permit

Personnel Total 94,848.00$  

Program Description
Annual 
Amount

% 
Applicable

Annual Cost 
of Service

STR Monitoring/Administration Budgeted office supplies, postage, travel/training 7,150.00$       100% 7,150.00$    

IT Direct Costs Budgeted STR registration/monitoring software/licensing software 63,000.00$     100% 63,000.00$  

Ongoing Supplies & Services Total 70,150.00$  

Program Description

Annual 
Amount 

Amortized 
over Life

% 
Applicable

Annual Cost 
of Service

N/A for 
FY25

STR Monitoring/Administration Budgeted furniture for new position 890.00$          100% 890.00$        

One-Time Supplies & Services Total 890.00$        

Program Description
Annual 
Amount

% 
Applicable

Annual Cost 
of Service

STR Monitoring/Administration Budgeted CMO Administration support 5,960.00$       100% 5,960.00$    

STR Monitoring/Administration Budgeted Human Resources support 3,970.00$       100% 3,970.00$    

STR Monitoring/Administration Budgeted Financial Services support 4,090.00$       100% 4,090.00$    

STR Monitoring/Administration Budgeted IT support (less direct charges) 4,410.00$       100% 4,410.00$    

STR Monitoring/Administration Budgeted General Services support including liability insurance 930.00$          100% 930.00$        

STR Monitoring/Administration Budgeted Facilities Maintenance support 4,980.00$       100% 4,980.00$    

STR Monitoring/Administration Unbudgeted Legal Services support 17,710.80$     100% 17,710.80$  

Indirect Cost Allocations Total 42,050.80$  

PERSONNEL COSTS

ONGOING SUPPLIES & SERVICES COSTS

ONE-TIME SUPPLIES & SERVICES COSTS

INDIRECT COST ALLOCATIONS
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