
CITY OF GLENDORA 

Title: Motion Picture, Television, and Still Photography Effective: 4/23/2013 

Policy Objective 

To assist persons in obtaining the necessary approvals and permits for motion picture and 
television filming, still photography, and in order to preserve the public peace and safety. 

Authority 

This policy approved by City Council action on April23, 2013. 
City Manager 

Related References: 

Administrative Policy 1.21 
Glendora Municipal Code Section 5.08.250 

Assigned Responsibility: 

City Manager and all Department Heads 

Exemptions: 

This policy does not apply to or affect reporters, photographers or camera persons in the employ 
of a newspaper, news service, or similar entity engaged in on-the-spot broadcasting of events in 
the news and of general public interest, nor to the filming or videotaping solely for private use. 
This policy does not apply to videotaping of public meetings for broadcast on the public access 
cable channel. 

This policy does apply to commercials, motion pictures, television, video tapes, or still 
photography produced by a for-profit organization, or a nonprofit organization, which qualifies 
under Section 501(c)(3) ofthe Internal Revenue. 

An exemption to this policy will apply when the filming, including staging, equipment storage 
and parking is done so entirely on private property without the disturbance of public peace and 
safety. This exemption shall apply to for-profit, non-profit, and any group or individuals. Any 
use of special effects, pyrotechnics, aircraft, parking/ storage on public property or other 
neighborhood disturbing impacts will be cause for the requirement of obtaining a film permit. 

The City Manager reserves the right to waive any and all requirements of this policy, if 
circumstances warrant such a waiver. 
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Procedures: 

1. RESTRICTIONS 

Admin. Policy 1.31 
4/23/2013 

A A signed release must be obtained from the property owner(s) where the production 
will take place and where vehicles, trailers and equipment will be stored or parked. The 
release must be presented to the Business License Technician or his designee five days 
before the start of filming; or eight days if the production will require any street 
closures or include the use of any special effects. 

B. Signatures must be obtained on a notification form (Exhibit A) of all owners/tenants of 
residences and businesses that are directly adjacent (at sides and rear) to the filming 
location, including areas where vehicles, trailers or equipment are stored or parked and 
must be delivered to the Business License Technician or his designee at least five 
business days before the start of filming. Any signature not received or any protest 
received by the Business License Technician or his designee may be grounds to deny 
the filming or photography. 

C. A notification form (Exhibit B) must be delivered to all owners/tenants of residences 
and businesses within a 200 foot radius ofthe film location, including areas where 
vehicles, trailers or equipment are stored or parked at least five business days prior to 
the start of filming. A declaration regarding delivered notifications (Exhibit C) must be 
signed by the Applicant and presented to the Business License Technician or his 
designee at least five days before the start of filming. In conjunction with the signed 
declaration of delivery, the Applicant must submit a list detailing every address to 
which a notice was delivered. Any protest received by the Business License 
Technician or his designee within two business days prior to the start of filming may be 
grounds to deny the filming or photography. 

D. No production, vehicles, trailer and equipment storage or parking will be allowed 
within 500 feet of a school unless written permission is obtained from the school 
district and presented to the Business License Technician or his designee at least five 
days before the start of filming. 

E. Production is not to start before 6:00AM nor continue after 10:00 PM. 

F. Production on City-owned facilities and/or property, which include the City Hall, 
Library, Police Facility, La Fetra Center, Legion Building, Glen Oaks Golf Course, and 
all City parks, will require approval from the City Manager and the respective 
Department Head. City owned streets and parking lots may be utilized provided 
permits are obtained. 

2. PERMITS AND SAFETY CONSIDERATIONS 

A A business license application must be completed and the fee which is established by 
City Council shall be paid at the Finance Department prior to filming. In addition to 
information required on the business license application form, the number of persons 
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4/23/2013 

and the number and type of vehicles at the filming location must be indicated on the 
application. If the applicant is a film permit organization, information regarding both 
the film permit organization and the production company, including a contact person 
and telephone number, must be provided on ·the application. The permit must be 
approved by the Finance Director. 

B. A film liaison (the Business License Technician) will be made available to assist with 
the coordination of obtaining a film permit. The Liaison will ensure permit compliance 
and assist in mitigating any problems that may arise. 

C. The Police Department will determine the number of officers, to be assigned, if any, 
necessary for public safety. The cost of officers per hour is established by City Council 
Resolution and will be charged to the applicant. The Police Department will post street 
closure and no-parking signs as determined by the Chief of Police or his designee prior 
to filming. 

D. If the production encroaches into the public right-of-way, that is, onto the sidewalk or 
part of the street, an encroachment permit is necessary from the Public Works 
Department. The Public Works Department will provide barricades and other services 
as necessary at cost determined by the City Engineer. 

E. Ifthe closure of a street is necessary, a parade permit must be obtained from the Police 
Department and approved by the City Manager. 

F. The applicant is responsible to make the necessary notification prior to filming to the 
L.A. County Fire Department of street closures, and the use of flammable, explosive or 
hazardous materials. 

G. All companies and independent contractors working in the City of are required to have 
a valid business license before any work commences. Ifthe services of associated 
companies are necessary, such as the use of caterers, the applicant is encouraged to 
utilize companies regularly conducting business within the City of Glendora, or 
associated company shall be required to obtain a Glendora business license. 

3. INSURANCE 

A. A certificate of insurance is required before a filming permit is issued in an amount 
specified by the Risk Manager, not less than $1 ,000,000, naming the City as additional 
insured for protection against claims of third persons for personal injuries, wrongful 
deaths, and property damage. 

B. The applicant shall conform to all applicable State requirements for Worker's 
Compensation insurance for all persons operating under a filming permit. 

C. The applicant shall sign a hold harmless agreement as provided by the City from the 
Finance Department prior to the issuance of a filming permit. 
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Exhibit A 

NOTIFICATION 

OF MOTION PICTURE, TELEVISION 

OR STILL PHOTOGRAPHY 

The person(s) or company listed below is applying to the City of Glendora for a permit to film a 
motion picture, television production, or to take photos at the location(s) and time(s) listed 
below. Your residence or business is directly adjacent to the location where the filming will 
take place or to an area where vehicles, trailers and equipment will be stored or parked. Your 
signature on this form notifies City officials that you do not have objections to such a 
production. If you are concerned about this production, please contact the Business License 
Technician at (626) 852-4811. 

Producer:------------------------------

Company Name: ___________________________ _ 

Company Representative: 

Production Location, Storage &/or Parking: 
-------------------

Type of Production: __________________________ _

Date(s): _____________________________ _ 

Time(s): From: 
-------

To: 

Address Print Name Signature 

This completed form must be delivered to the Business License Technician or his designee at least five 
business days prior to the start of any production related activities. 
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FILMING NOTIFICATION 

Date: _________ _ 

We have proposed to film scenes for 
(project title) 

Admin. Policy 1.31 
4/23/2013 

Exhibit B 

in your area. We are applying for a City of Glendora film permit and will maintain all required 

insurance. We will provide for all public safety issues and will abide by all the rules and 

conditions of the permit. We will make every effort to not disturb you and will treat your 

neighborhood with the respect it deserves. Thank you in advance for your hospitality and 

cooperation while we are filming in your area. 

Production Location, Storage &/or Parking: 
-------------------

Type of Production: 
---------------------------

Date ( s): -----------------------------

Time(s): From: 
-------

To: 

If you have any questions or concerns regarding this film project, please contact: 

Production Company: 
---------------------------

Location Manager: __________________________ _ 

Business Phone: Cell Phone: 
------------ ------------

Production Manager: __________________________ _ 

Business Phone: Cell Phone: 
------------ ------------

For any law enforcement or traffic concerns while filming activity is in progress. please contact: 

Glendora Police Department (626) 914-8273 

As a condition of issuing a Film Permit, film companies are required to notify residents and/or 

businesses within the 200 foot proximity zone of a filming area. Notification must be delivered 

with minimum five business day notice. You have received this notice because you are within 

the proximity zone. 

If you have no concerns about this film project, you need do nothing further. If you 
disapprove of this project, please call the Business License Technician to voice 
your concern at (626) 852-4811. If unavailable, please include your Name, Address, 
Telephone Number And the Film Project Title. This information must be included in 
order for your protest to be valid. Concerns should be made known with a 
minimum of two business days prior to the start of filming. 
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Exhibit C 

City of Glendora 

FILMING NOTIFICATION DECLARATION 

116 E Foothill Blvd., Glendora CA 91741 

(626) 852-4811

The person(s) or company listed below has applied to the City of Glendora for a permit to film a 

motion picture, television production, or to take photos at the location(s) and time(s) listed 

below. In addition to the required signatures from the properties adjacent to the film location, 

a film notification is required to be delivered to all residents and business owners within a 200' 

radius at least five business days prior to the first film activity. 

Producer:-------------------------------

Company Name: ___________________________ _ 

Company Representative: 

Production Location, Storage &/or Parking: 
-------------------

Type of Production: 
---------------------------

-------

Date ( s): ------------------------------

 Time(s): From: To: _________

Attached to this declaration is the notification and a listing of the addresses where the filming 

notifications were delivered.

Date(s) filming notifications delivered:

I certify that a filming notification has been delivered to all addre��e� within the defined 

proximity zone for this project. I declare under penalty of perjury that the foregoing is true and 

correct. 

Date: ______ _ 

Signed: _________________ _ 

Name Printed: 

----------------
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BUSINESS LICENSE APPLICATION 
CITY OF' GLENDORA 

116 E. Foot. hill Boulevard• Glendora, Califor�ia 91741 • (626) 376-4678• www.glendora.hdlgov.com
FILL IN BOXES 1 THRU 7 - PLEASE PRINT OR TYPE 

.Business Name _________________________ _ 

Business Location, __________________ �------

City _______ �-----'---'-----State, ____ ,Zip ______ _ 

Description of Business, ______________________ _ 

Emergency Cont8.ct_��-�--------�-���--'------

Business Phone ___________ ,Emergency Phone, ________ _ 

MAILING ADDRESS (if different from business location) 

g OWNER l,NFO.RMATION - Owners, Partners or Officers of Corporations, listed here
, . 

Name ______ � _____________ Title _______ _ 

Home Address _______________ �---�-��-=-·--'--

City, State, Zip ______________ ,Home Phone, _______ _ 

oa:te o(Birth, _________ Driver's License# ____________ ,-_ 

Email, _____________ Social Security# __________ _ 
' -- -· 

Name. __ �-----'---�----------Title, ___ �-----

Home Address'--------------�-----------

City, State, Zip ____________ �_Home Phone _______ _ 

. .D�t!;! of �irt_b _________ ,Oriv�r'S: L_icense # ____________ _ 

· · ·· ·Eman_·_�-��· __ ,_·-____ .. _· ·_, Social Security ft_·_·-_·_· ________ -_-
, . 

. Attag_h �_ej:>_EJ.rate pag·e 'for _addi_tio11�J o_wne.r� Or offic�r.s,

Under federal a'iid state law, compliance with disability access laws'is a serious and
significant responsi.bility:that applies to all California t,uilding owner.i and tenants with

... ,,. bUildiri'i;Fiope5: to the _J)Lit51ic. ·y6_U ·in�V"9bt�ih iiiforrriati_Ori ·aboulYi::>ifr 1ega1· bb1Jgi1tiOiis - . 
and how ,to comply with disability access laws at the following agencies: 
The Division of State ArchitE,ct at www.dgs.ca.gov/dsa/Home.aspx 
TheDepartment oi'Rehabilitationatwww:rehab,cahwnetgov · ·- - ,: · -
The California Commission on Disability Access at www.ccda.ca.go\,, 

. ·oepanmenlR·evrevi & ApprOVa1:· ·· · Buildiii
,,
-_·_- ____ ··_-·1>ate. ___ ·_·_·_· _·--_

(Please Initial) Police ______ Date ____ _

Business License Number _______ _ 

Sales tax may apply to your business activitiE!s. 
You may seek written advice _ regarding the 
app_lication of _tax to your particul_ar business by 

. writing to the nearest California State Board of 
Equalization office. 
State Sales Tax No., _________ _ 
Federal Tax ID No. _________ _ 
OWNERSHIP-(Circle one) 

Sole Partnership Corporation LLC 
Is your business located in the City of Glendora? 

YES or NO 

BUILDING CONTRACTOR 
_ _ I certify I am licen�_eq under_th_�_P._ro_vision of the 
contractor:s license· law and my license is in full 
force and effect. 
Contractor's Licens_e Number & Classification. 

CITY USE ONLY 
Class Code 
NAIC Code 

TruckTag ls_SU!?:d 
. Home Occu·Pat'io-n 

YES or NO 

· forms issued? · YES -or NO 

FEE SECTION: PLEASE COMPLETE 
REVEBSESIDEAND,ENTER 

. RESULJS.HERE 

BusinSss Class _______ _ 

. _,(l).Base Fee .'$ 

(2) Additional Tax $ 

(3) Penalties $ 

(4) Application Review $ 77.00 

(5) CA SB1186 Fee $ 4.00

TOTAL TAX DUE $

. , ; CERTIFICATIO.N AND W Jl.RNING: I certify tha\thll above information is correct to the best of my knowledge.· I unde'rstand 
·that-a: business license fa required to-do business in•Glendora under Chapter 5.04 of the·!3lendora Municipal Code but a
business license·does not give me a right to do business. I understand a business license is not intended for regulation and

.. is riot ao .�o_cjor�el]lent nor certifJc11ti_on of cornplif1ncE, .with ord in?nc;E,,;_o_ctiiw§A Lin,d ers\an,:!Jhatapyajnel'/sJic:einse is for !.11El. so.le. 
purpose of raising revenue and it is recommended that I consult with the Planning Department regarding regulatory practices.

:Signature · · -- - -- -Date

LICENSES 

750.00

831.00

250
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(626) 376-4678

(626) 376-4678

626 376-4678
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