Stakeholder Notification – Sample letter

NOTIFICATION OF PROPOSED EVENT

Dear resident/tenant,

This letter is to notify you that (INSERT COMPANY) are proposing to hold an event at (INSERT LOCATION/S) on (DATE).

EVENT DETAILS:

· DAY, DATE
· START TIME to FINISH TIME (also include details of set up and pack down timing)
· BRIEF DESCRIPTION OF EVENT ACTIVITIES
· EXPECTED ATTENDANCE NUMBERS
· LIST STREETS, PARK or LOCATIONS AFFECTED and HOW THEY WILL BE AFFECTED

An application for an event permit has been submitted with the City of Melbourne and we will conduct our activities in accordance with the terms and conditions requested by the City of Melbourne.

We will make every effort to minimize impact on your neighborhood. Noise will be always kept to a minimum. 

(INCLUDE ANY ADDITIONAL INFORMATION RELEVANT TO YOUR ACTIVATION)

We appreciate the support of the public in ensuring that our event is a success.

We thank you in advance for your understanding and cooperation on this matter. 

Should you have any queries or require more information please don’t hesitate to contact our event manager, (NAME) on (MOBILE NUMBER) or the City of Melbourne permitting officer (NAME) on (MOBILE NUMBER) or City of Melbourne Customer Service 03 9658 9658.

Kind regards
(NAME)
(ROLE)

