
CITY OF BURBANK 
COMMUNITY DEVELOPMENT DEPARTMENT 

TRANSPORTATION DIVISION 
150 N. THIRD ST., BURBANK, CA 91502 

(818) 235-5290 | PARKING@BURBANKCA.GOV

VALET PARKING PERMIT REQUIREMENTS 

All valet operation is subject to the rules and regulations of the City of Burbank’s Valet Parking 
Ordinance (BMC Title 6, Chapter 1, Article 29).  

All forms shall be filed with CDD Transportation thirty (30) days prior to the date requested for issuance 
of the permit.  The following documents must be attached to the Valet Parking Permit Application to 
be considered complete and ready for review:  

☐ Executed Certification of Insurance:
Please see attached sample for correct minimum coverage amounts and notes that are REQUIRED.

☐ Business Tax Receipt:

A copy of your Business Tax Receipt must be included with your application package.

☐ Storage permission from the parking property owner:
A copy of a written contract, license, or lease between you (or your establishment) and the owner
of any parking facility or storage area designated as the vehicle storage location.

☐ Detailed Valet Operation Map:
A circulation map indicating the routes to be used between the passenger loading zone and the
vehicle storage location, and back to the initial drop-off location (please see the attached
Sample Valet Operation Map for reference).

FEE SCHEDULE 

All fees are payable as defined in the City of Burbank Fee Schedule (FY22-23).  

Valet Parking Permit Application $324.00 
Annual Renewal  $162.00 
Temporary Valet $324.00 
No Parking Signs (if needed)  $1.00/each 

All fees are non-refundable and must be paid in-person at the Community Services Building. 
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CITY OF BURBANK 
COMMUNITY DEVELOPMENT DEPARTMENT 

TRANSPORTATION DIVISION 
150 N. THIRD ST., BURBANK, CA 91502 

(818) 235-5290 | PARKING@BURBANKCA.GOV

INSURANCE REQUIREMENTS FOR VALET PARKING PERMITS 

For purposes of issuing Valet Parking Permits, the Community Development Department requires 
applicants to furnish the City evidence of public liability insurance, in the form of (A) Certificate of 
Insurance and (B) Additional Insured Endorsement, prepared by their insurance company/agency, 
with information as indicated below: 

1. Companies Affording Coverage
2. Named Insured
3. Policy Number
4. Effective and Expiration Dates
5. Signature of insurance agent or representative of the company affording coverage
6. The City of Burbank, its officers, and representatives named as Additional Insureds
7. Cancellation to read: “Should any of the above described policies be cancelled or

modified before the expiration date thereof, the issuing company will mail 30 days written
notice to the Certificate Holder”

(A) – CERTIFICATE OF INSURANCE preferably in the Acord form (see sample) shall contain,
among other information, the following:

a. Minimum coverage limits of:
$1,000,000 aggregate General Liability (Applicable to all Permits)

b. The CERTIFICATE HOLDER must be listed as:
City of Burbank
275 E. Olive Ave.
Burbank, CA 91502

(B) – ADDITIONAL INSURED ENDORSEMENT naming the City of Burbank as additional insured, in
either the Form prepared by the City Attorney or the industry Form CG 20 12, applicable for
the issuance of Permits (see forms samples attached herewith)

Both items (A) and (B) must be submitted. If either item is lacking or is not in the appropriate form, 
your liability insurance will not be on file with the City of Burbank, Community Development 
Department, and the Permit applied for will not be issued. 
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SAMPLE
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SAMPLE

POLICY NUMBER: COMMERCIAL GENERAL LIABILITY
CG 20 12 04 13

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

CG 20 12 04 13 © Insurance Services Office, Inc., 2012 Page 1 of 1

ADDITIONAL INSURED – STATE OR GOVERNMENTAL  
AGENCY OR SUBDIVISION OR POLITICAL  

SUBDIVISION – PERMITS OR AUTHORIZATIONS 
This endorsement modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART 

SCHEDULE 

State Or Governmental Agency Or Subdivision Or Political Subdivision: 

Information required to complete this Schedule, if not shown above, will be shown in the Declarations. 

A. Section II – Who Is An Insured is amended to
include as an additional insured any state or
governmental agency or subdivision or political
subdivision shown in the Schedule, subject to the
following provisions:
1. This insurance applies only with respect to

operations performed by you or on your behalf
for which the state or governmental agency or
subdivision or political subdivision has issued a
permit or authorization.
However:
a. The insurance afforded to such additional

insured only applies to the extent permitted
by law; and

b. If coverage provided to the additional
insured is required by a contract or
agreement, the insurance afforded to such
additional insured will not be broader than
that which you are required by the contract
or agreement to provide for such additional
insured.

2. This insurance does not apply to:
a. "Bodily injury", "property damage" or

"personal and advertising injury" arising out
of operations performed for the federal
government, state or municipality; or

b. "Bodily injury" or "property damage"
included within the "products-completed
operations hazard".

B. With respect to the insurance afforded to these
additional insureds, the following is added to
Section III – Limits Of Insurance:
If coverage provided to the additional insured is
required by a contract or agreement, the most we
will pay on behalf of the additional insured is the
amount of insurance:
1. Required by the contract or agreement; or
2. Available under the applicable Limits of

Insurance shown in the Declarations;
whichever is less.  
This endorsement shall not increase the 
applicable Limits of Insurance shown in the 
Declarations. 

CITY OF BURBANK, ITS OFFICERS, EMPLOYEES, AGENTS AND REPRESENTATIVES
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SAMPLE VALET OPERATION MAP 

 
Illustrate the proposed Valet operation on an aerial map.  

□ Indicate proposed Valet Zone.  Use a star to mark the start of the Valet Zone area and 
stand/podium.  

□ Include the address for both the Valet Zone and the vehicle storage location. 
 

□ Use directional arrows () showing the legal driving route from the Valet Zone to the off-street 
storage location(s) and back to the Valet Zone. 

□ Provide additional operation plans if more than one vehicle storage location is to be used and 
the alternative routes that will be required to access these sites legally. 

□ All traffic control must comply with approved plan and/or MUTCD. 
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VALET PARKING PERMIT RULES AND REGULATIONS 

 
All valet operation is subject the rules and regulations of the City of Burbank’s Valet Parking Ordinance (BMC 
Title 6, Chapter 1, Article 29). 

PERMIT PROVISIONS AND RESTRICTIONS 

1. The Operator shall not allow any person engaged in the valet parking service to either drive a vehicle of 
a customer, or handle keys of a vehicle of a customer, unless the Operator has certified that the person 
is at least 18 years of age and has a valid California driver’s license.  The operator shall submit to the 
Public Works Department, each month during the term of the permit, a list of employees, certifying by 
name of employee and dates of employment that these conditions have been met. 
 

2. Operator shall provide adequate staffing to avoid queuing of cars in travel lanes and no double 
parking or blockage of lanes shall be allowed. 
 

3. Operator shall keep sidewalk open and shall not interrupt pedestrian traffic. 
 

4. Operator will use the specified route for travel between the vehicle drop-off/pick-up and storage area.  
All traffic rules and regulations shall be obeyed. 
 

5. Operator shall not park valet vehicles on any public street, alley or in any off-street public parking facility 
at any time.  

 

SUSPENSION AND REVOCATION OF PERMITS 

1. A police officer may suspend all operations of a valet parking operator in any location, except for retrieval 
of vehicles already subject to valet parking, for the remainder of the day’s hours of operation (which 
suspension may extend to 8:00 a.m. of the following day), upon the issuance, the operator or its 
employees, of two or more citations for violation of the California Vehicle Code in any 5-hour period in 
said location. 
 

2. A police officer may suspend all operations of a valet parking operator in any location, except for retrieval 
of vehicles already subject to valet parking, for the remainder of the day’s hours of operation (which 
suspension may extend to 8:00 a.m. of the following day), upon the occurrence, in said location, of any 
traffic collision arising out of operating conditions or where otherwise required because of an emergency 
situation or not arising from the operation of the valet parking operation. 
 

3. The Public Works Director may suspend for the period of one year, or may revoke a valet parking permit 
if there is reasonable cause to believe that: 
 

a. The operator or his/her employees, through carelessness, negligence or failure to make proper 
provision for the safeguarding of vehicles left in their custody, has facilitated or contributed toward 
the theft or conversion of any such vehicle; or 
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b. The operator, or his or her agents or employees, has failed to cooperate with the Burbank Police
Department in the investigation of any theft or other crime committed on a parking lot used or
which arose out of the conduct of the business for which the permit was issued; or

c. The operator, or his or her agents or employees, knowingly delivered a vehicle in their custody to
a person who is neither the registered owner thereof not entitled to the custody of such vehicle.

d. The operator does not have a valid permit from the City of Burbank.
e. The operator has made a material misrepresentation in his/her application.
f. The business or valet operation prescribed by the operator has substantially impacted traffic or

disrupted the peace and quiet within any area of the City.
g. The valet parking operation at the specified location(s) is found to be incompatible with other

uses in the vicinity.
h. The operator has violated any condition of a previous or existing permit within the City of Burbank

during the past five years.
i. The valet operation fails to comply with other criteria designated under Chapter 29 of the Burbank

Municipal Code.
j. The building, structure, premises or equipment used by the operator to conduct business fails to

comply with all applicable health, zoning, fire, building and safety laws of the State or the City of
Burbank.

k. The Public Works Director shall notify a valet operator in writing when a permit is denied,
suspended, or revoked.

l. The valet operator has the right to appeal this decision to the Permits Appeals Panel in
accordance with Title 2, Chapter 1, Article 15 of the Burbank Municipal Code.

FEE SCHEDULE 

All fees are payable as defined in the City of Burbank Fee Schedule (FY22-23).  

Valet Parking Permit Application $324.00 

Annual Renewal  $162.00 

Temporary Valet $324.00 

No Parking Signs (if needed)  $1.00 each 

All fees are non-refundable. 




