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All material published in ‘The Community Events Information Kit’ is copyright and no part of this
publication may be reproduced without prior written permission of the Publisher.
The information provided in the ‘Community Events Information Kit’
has been developed courtesy of the Shoalhaven City Council’s Event Management Service
in order to help outline and guide event organisers through some important factors
that need to be considered when staging event(s) in the City of Shoalhaven.

Disclaimer —
This document is intended to provide general advice.
The Author and its contributors can accept no responsibility for any inaccuracies or omissions.
Organisers of events should always take their own appropriate advice
and have full responsibility for all their undertakings.



Event Contacts

Shoalhaven City Council Contacts —

Tourism

Insurance

Occupational Health and Safety

City Services

Development and Environmental Services

Environmental Health

Traffic Management

External Contacts —

NSW Police

RTA

Waterways Authority

Contacts

4429 3248

4429 3564

4429 3788

4429 3221

4429 3492

4429 3431

4429 3419

4421 9612

4421 9605

4421 4880
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Part 1 — Planning

Planning for a successful event, project or activity

Part 2 — Sponsorship

Delivering value to a sponsor

Part 3 — Publicity
Publicity through the media

Other ways to use the media

Part 4 — Risk Management

Planning a public community event to organise and manage the
event safely.

Part 5 — Workbook

Organisers’ checklists

Part 6 — Marketing & Promotion made easy
How to write a media release
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Part 7 — Shoalhaven City Council’s Event Management Service
Handouts Forms for Assistance —
1. Event Application
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Event Checklist
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Voluntary Accredited Traffic Controllers
Parade Checklist
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