
Submitting an ACE Special Event Application: https://abc.austintexas.gov/web/permit/index           10/4/2019 
1. Enter your email address and password then click Login or create an account. If you are a first time user you will need 

to click Register Now. View our Austin Build + Connect Registration Guide for assistance creating an account. 

 

 

2. Once logged in, click Apply for Right of Way Permits / Special Events. 

 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fabc.austintexas.gov%2Fweb%2Fpermit%2Findex&data=02%7C01%7CRachel.Freeman%40austintexas.gov%7Cd21dab3e410c4b7f29f108d73acc10e6%7C5c5e19f6a6ab4b45b1d0be4608a9a67f%7C0%7C0%7C637042520435515516&sdata=4W78UFtOvysMg3MzXgmrQrMeLZdeQwPgzj17uOd0vvg%3D&reserved=0
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fabc.austintexas.gov%2Fweb%2Fpermit%2Findex&data=02%7C01%7CRachel.Freeman%40austintexas.gov%7Cd21dab3e410c4b7f29f108d73acc10e6%7C5c5e19f6a6ab4b45b1d0be4608a9a67f%7C0%7C0%7C637042520435515516&sdata=4W78UFtOvysMg3MzXgmrQrMeLZdeQwPgzj17uOd0vvg%3D&reserved=0


4. Click Special Events.  

 

 

5. You will be taken to the Acknowledgements page. Check all of the boxes then click Continue - Apply Online. 

 



6. Enter the name and a description of your event then click Continue. These cannot be changed after clicking Continue. 

 

 

7. Please read and follow the instructions provided in the application for entering the property address correctly, then 
click Search. Once you find your desired property, click Add next to the address or block. The property will then appear 
under Selected Properties. After all desired properties have been selected, click Continue.  

Note: See next three screenshots below. 

 



 

 

 

 
 

 

  



 
 

PRO TIPS 
 

If at any point during the application process you decide to close and complete your application later, click 
Save - Finish Later at the bottom of the application webpage.  

 

 

 

It’s also a good idea to periodically save your application as you fill it out because if you leave a page open too 
long without activity, you may be timed out and lose progress on the particular page you’re working on. Once 

you’re done with a page and click Continue to move on, that page’s content has been saved. 

 

 

To access incomplete applications: 

Login to your Austin Build + Connect account, click My Applications from the side menu, and then select the 
application you want to continue working on. 

 

 



8. Enter your Event Start/End information and Event Details then click Continue. 
• Download and fill out the Event Schedule template to be uploaded later on in the application process. 
• Event times must be entered in a 24-hr. format. For example, this sample event is applying for Jan. 18, 2020 

from 2:00 p.m. to 5:00 p.m. so the event times are entered as 14:00 to 17:00.  
 

Items with an asterisk (*) are required to be filled, as are follow up questions to answers selected Yes. 

 



9. Enter your event’s Venue, Building/Structure, Right of Way, Tents/Fire, Food/Beverage/Alcohol, 
Water/Wastewater/Trash, Event Security, Event Medical, and Sound/Music Details then click Continue.  

Items with an asterisk (*) are required to be filled, as are follow up questions to answers selected Yes. 

 
 

 



 
 

 



 
 

 



 
 

 



 
 

 
 



10. Select either Yes or No regarding on-site contact and billing responsible information then click Continue. If No, enter 
the relevant required information in one continuous line without pressing the “Enter” key to create additional lines. 

 

 

11. In the dropdown menu, select what kind of attachment you are uploading. Click Choose File and select your item to 
attach, then click Add Attachment. Your attachment should then appear under the Attachment List. Once you’ve 
uploaded all required documentation, click Continue. 
• All applicants are required to provide a detailed Site Plan and Production Schedule in .jpeg or .pdf format. 

 



12. Click Submit to finalize your application. 

 
 

13. You should then see this webpage and receive the below email. Your application is now waiting to be reviewed by 
ACE staff. 

 

 



To check the status of your application and permits, click My Permits/Cases from the side menu and then select the 
application you want to view. 

 

 
 

For questions related to your Austin Build + Connect account or your ACE Special Event Application, please contact the 
Austin Center for Events at 512-974-1000 or SpecialEvents@austintexas.gov. 
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