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(Please ensure you have read Guidelines before filling in this form)
	1. Event Title

	     

	2. Applicant Details

	Name of Organisation:     

	ABN:     

	Contact Person:     

	Position Title:     

	Postal Address:     

	Suburb:      
	State:     
	Postcode:     

	Phone:      
	Alternate Phone:     

	Email:     
	Fax:     

	3. Event Day Contact

	Contact Person:     

	Position Title:     

	Mobile Phone:      

	Email:      
	Fax:      

	Are you willing to have your contact details published:                                      Yes  FORMCHECKBOX 
                       No  FORMCHECKBOX 


	4. Event Details

	Event Dates: 
	Start:      
	Finish:      

	Event Times: 
	Start:      
	Finish:      

	Bump In Dates:
	Start:      
	Finish:      

	Bump In Times
	Start:      
	Finish:      

	Tick the box that best describes your Event:

	Sporting   FORMCHECKBOX 
  
	Social   FORMCHECKBOX 
  
	Community   FORMCHECKBOX 
  
	Promotion   FORMCHECKBOX 
  
	Other   FORMCHECKBOX 
  

	Estimated Attendance:

	Participants     
	Spectators      
	Staff/Marshalls      
	Vehicles      

	Location:     


	5. Event Description:

(Detailed description of the event.)

	     


	Has the Event been held before?  If so, please provide a brief history of the event:

     



	6. Traffic and Parking Management

	What provisions have been made for attendees parking?     


	Will there be any parking restrictions required (including bump in and out times)?      


	Is a temporary road closure or road sharing requested?            FORMCHECKBOX 
Yes                         FORMCHECKBOX 
No 

	If yes, please attach a detailed Traffic Management Plan

	What road/s are to be affected?     

	Times:      
	Bump In:      
	Bump Out:      

	Will the Event result in any public transport disruptions?      


	7. Infrastructure:  

Mark any of the following that apply to your event and provide details
Details of all proposed infrastructure is to be included on the site map and incorporated into the various management plans requested.  Council is not responsible for any infrastructure

· Underground irrigation lines must be identified by council officers before any structures are erected

· Access to the promenade and foreshore must adhere to guidelines set out in Appendix 1

	 FORMCHECKBOX 
 Vendors/Stalls 
	Number:     
	Size:     

	 FORMCHECKBOX 
 Marquees 
	Number:     
	Size:     

	 FORMCHECKBOX 
 Stages
	Number:     
	Size:     

	 FORMCHECKBOX 
 Lighting Equipment
	Number:     
	Size:     

	 FORMCHECKBOX 
 Generators 
	Number:     
	Size:     

	 FORMCHECKBOX 
 Litter Bins
	Number:     
	Size:     

	 FORMCHECKBOX 
 Recycling Bins
	Number:     
	Size:     

	 FORMCHECKBOX 
 Portable Toilets 
	Number:     
	Size:     

	 FORMCHECKBOX 
 Other structures 
	Number:     
	Size:     

	Details:
	     


	8. Site Details:
Mark any of the following that apply to your event and provide details.
Please note: 
· EPA guidelines are to be observed for all events
· Vehicles must not remain in parks during events

· No temporary signage is to be erected without prior written approval

· Fireworks are not permitted 

	
	Details

	 FORMCHECKBOX 
 Vehicle Access:  
	     

	 FORMCHECKBOX 
 Water requirements:
	     

	 FORMCHECKBOX 
 Power requirements: 
	     

	 FORMCHECKBOX 
 Musical Entertainment: 
	     

	 FORMCHECKBOX 
 Amplified Sound:  
	     

	 FORMCHECKBOX 
 Security: 
	     

	 FORMCHECKBOX 
 Emergency Vehicles:
	     

	 FORMCHECKBOX 
 Signage:
	Type: (banners, A.Frames etc)      

	
	Size:     
	Location:     
	Quantity:     

	 FORMCHECKBOX 
 Other:
	     

	A separate site plan to be attached as per checklist

	9. Food & Alcohol

Mark any of the following that apply to your event and provide details.

	 FORMCHECKBOX 
Serving of Food: 
	Details:     

	 FORMCHECKBOX 
Selling of Food
	Details:     

	 FORMCHECKBOX 
 Temporary Food Premises Permit: Provide a copy as per checklist 

	 FORMCHECKBOX 
Serving of Alcohol
	Details:     

	 FORMCHECKBOX 
Selling of Alcohol
	Details:     

	 FORMCHECKBOX 
Liquor Licence: Provide a copy as per checklist


	10. Environmental Impact Statement

What is the impact of the event to the environment?  What measures are in place to minimise the disturbance and impact to the environment?  

	     



	11. Community Impact Statement

How will you minimise the impact of the event to the community?   Include a detailed description on all measures taken to facilitate the needs of public access, local traders, local sporting clubs and/or foreshore clubs and businesses that will be impacted during the conduct of your event 

	     



	12. Community Benefit Statement 

The City of Port Phillip is committed to ensure that impacts of events held within the City are offset by the benefit that the event provides to the overall community. 
 It is important to note that the community benefit statement will be highly considered during the selection process. Please refer to the expression of interest guidelines

	     



	13. Inclusive Participation Statement
How will you encourage participation by City of Port Phillip residents including children, older adults, women, disadvantaged groups and people with disability? 

What measures have been undertaken to make the proposed event accessible for all abilities? 

	     



	14. Application checklist 
Note: Applicants must attach all supporting documentation to the application form

	Completed application form (Ensure application is prepared according to the Guidelines)
	 FORMCHECKBOX 


	Supporting documentation:
	 FORMCHECKBOX 


	All Events: 
	

	Copy of Certificate of Currency
	 FORMCHECKBOX 


	Detailed Site Plan (include dimensions of area to be used non exclusively& exclusively)
	 FORMCHECKBOX 


	Detailed Emergency Management Plan
	 FORMCHECKBOX 


	Detailed Risk Management Plan
	 FORMCHECKBOX 


	Detailed Waste Management Plan
	 FORMCHECKBOX 


	Where required:
	 FORMCHECKBOX 


	Detailed Traffic Management Plan
	 FORMCHECKBOX 


	Detailed plan of foreshore access
	 FORMCHECKBOX 


	Liquor Licence details (if you intend to serve alcohol)
	 FORMCHECKBOX 


	Temporary Food Premises Permit  
	 FORMCHECKBOX 


	Signage Permits
	 FORMCHECKBOX 


	Occupancy Permit (Building Permits for large Temporary Structures)
	 FORMCHECKBOX 



	15. Event Recommendation Statement 

Provide a statement as to why Council should select your organisation to conduct an event

	     


	16. Previous Experience
Brief explanation of your organisations previous experience conducting similar events

	     


	17. Reference Details 

Provision of two referees with full contact details are to be provided

	1. Referee Organisation:      

	Contact Name:      

	Position:      

	Ph:     
	Mobile:     

	2. Referee Organisation:      

	Contact Name:      

	Position:      

	Ph:     
	Mobile:     


	18. Agreement 

	I certify that all details supplied in this application form and in the attached documents are true and correct to the best of my knowledge, and that the application has been submitted with the full knowledge and agreement of the management of the applicant organisation or auspicing body.

I agree to contact the City of Port Phillip in the event that any information regarding this application changes or is found to be incorrect.

	Name:      

	Position in Organisation:      

	Signature:      

	Date:      

	Privacy Notification

The City of Port Phillip is collecting the personal information requested on this form for the purpose of determining Expressions of Interest for the provision of events within the City of Port Phillip 2010 -2011 summer season.  The personal information will be used solely by the City of Port Phillip for this primary purpose and the directly related secondary purpose of sending you any further information relating to this process.  The applicant understands that the personal information provided is for these purposes and that they may apply to council for access and/or amendment of the information.


LODGEMENT DETAILS

Applications are to provide all requested material as outlined in the Event Application Guidelines and Application Form.
Please Note: 

Major Recreational Event Applications (eg. Triathlons, fun runs, open water swims) and any events requiring major road closures need to be lodged through an annual application process in March. 
Application’s received after this time are unlikely to be considered.  Please contact a member of the Events Team on 9209 6320 to discuss your application or to place your name on a mailing list.  

Preferred lodgement:

Email: eventpermits@portphillip.vic.gov.au
Alternative lodgement::

Post or Deliver

TWO hard copies of the event application in an envelope prominently marked:

Event Application Proposals 
Post: 

Private Bag No 3

PO St Kilda 3182
Deliver: 
St Kilda Town Hall
cnr Brighton Rd & Carlisle St
St Kilda Vic 3182

All enquiries should be made to:
Sophie Andrikopoulos

Events Adviser

City of Port Phillip

9209 6320

eventpermits@portphillip.vic.gov.au
Events Application Form








