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Please review this full document to answer any questions.
If you are still having issues, call Parks Vendors at 954-357-8164 or email ParksVendors@broward.org.

•  Vendor Agreement - In order to continue it is required that you review and accept the Vendor Agreement by checking all 
terms and conditions. Whenever a change is made to the terms, you will be required to review and accept the terms again 
before you can continue. 

•  Manage My Requests - This tab is provided for the vendor to request approval for participation in a specific park event. The 
vendor is able to visit this page to follow the application status process.

•  Promoter - This tab is for Promoter use only. The Promoter will be able to view all vendors and their status during the review 
process.

The system displays the following tabs that are used for specific functions:
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This page is accessible at any time to review the 
latest terms that you have agreed to.

Select Agree and Continue to continue.

You must review and accept all the terms by marking the checkbox next to each section.

The Vendor Agreement tab is used to enter the website after logging in. In order to continue it is required that you review and 
accept the Vendor Agreement.

Introduction Vendor Agreement Manage My Requests Promoter
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Application Status

The Manage My Requests tab is used by the vendor to initiate and update their request. You can also view a list of events where 
vendors can apply. For each event you will be able to view:

•  Park Location of the Event (indicated by the blue bar)
•  	Event Name
•  Event Date (for multi-day events this will indicate the first date of the event)
•  Description of the Event
•  Promoter Name
•  Promoter Email Address
•  Promoter Phone Number
•  Status (Vendor’s current application status)

Application Status is shown on the right side of each event listed on the Manage my Requests tab. This Status will be updated as 
your application goes through different stages of the approval process. Possible statuses are:

•  NOT REQUESTED - No application has been submitted.
•  REQUESTED - Application submitted, but not yet reviewed.
•  DENIED-INSURANCE - Application rejected due to insufficient insurance.
•  DENIED-OTHER - Application rejected for some other reason, refer to email received.
•  UNDER REVIEW - Application submitted and under review, but not yet approved.
•  INSUFFICIENT DOCS - Application submitted, reviewed, and either the Certificate of Insurance (COI) or Affidavit of Criminal 

Background Screening does not meet requirements. Refer to email received for further direction.
•  	DOCS RESUBMITTED - Application submitted, new COI and/or Affidavit uploaded.

The Apply for this Event button allows you to apply for that specific event. If the application status shows INSUFFICIENT DOCS, 
this blue button will say Re-submit documents, otherwise it will say View Application.

Unlisted Events

Most events will not be listed on this page. To view unlisted events enter a Vendor Code. The six-digit Vendor Code is provided 
to vendors by the Promoter, usually through email. Enter the Vendor Code into the field at the top of the page as shown in the 
yellow highlighted box above.

(Continued on next page)

B26B13Vendor Code Select Enter vendor code to view unlisted event.
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Indicate the Type of Business that your company will provide during 
the event. If Other is selected, a text field allows you to specify your 
business type.

Vendor Application
The Vendor Application page is used to submit your application for 
the event.

Additional documents may be required for the event. For most events 
the following documents are required:

The document name will be bolded if it is required. Documents may 
only be uploaded as: PDF, PNG, JPG, or JPEG format and file size 
has a maximum of up to 4MB.

•  Affidavit of Criminal Background Screening
•  Certificate of Insurance (COI)

Once all required fields are completed, select Save Application and 
Return to Events. This will submit your application and will result 
in an email being sent to the email address you provided. To ensure 
that you receive all email communications, add donotreply@broward.
org to your email address book to avoid responses going to your 
Junk/Spam mailbox.

Click the Sample Files at the bottom of the page to view document 
examples.

Vendor Application Review

At the top of the page there is a summary of Event Details.

Once your application has been submitted, you can select View 
Application on the Manage My Requests tab until the event is 
closed.
On this page, you cannot make any changes unless the Application 
Status is changed to INSUFFICIENT-DOCS. At this point, the button 
would say Re-submit Documents and you are then able to upload 
the required documents again.
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Vendor Code 

Promoter Code

Select Extract to Excel to download a CSV 
formatted spreadsheet which includes a summary 
of vendor information, including type of business, 
contact information, and application status.

(Continued on next page)

The Promoter tab is used by the Promoter to access the list of vendors that have applied to be a part of their event. To access 
this page an event Promoter Code is required.

When an event is added to the system, the Promoter receives an email such as this:

In this email, the Promoter is given a Vendor Code 
and a Promoter Code.
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The Vendor Code must be provided to your potential Vendors so that they can view and apply for your event.

Vendor Code

Promoter Code

The Promoter Code  is considered private and should only be used by the Promoter and their team. This code is required when 
using the Promoter tab and shows the list of vendors that have applied to be a part of their event.

Hello Vendor Name,

You have been selected to participate in the Event Name on Event Date. Use 
https://webapps6.broward.org/ParksVendorRequests/ to access the Parks Vendor 
Requests Website and use the Vendor Code B26B13 to submit your Broward 
County application to participate in this event.

Sample Vendor Email:

APPLICATION ONLINE: This is very important!
After submitting your registration for a table or booth please CLICK HERE and use 
Vendor Code: B26B13 to submit your free park application. You cannot participate 
without submitting this online application.

Or included on your 
registration page:
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