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Date
Agency
Address

Address

Dear Sir/Madam,
Subject: Event Title 
The following are the details of the above event:
Name of Event:

Date of event:

Location of event:
Anticipated numbers of attendees:

Description of event:

Event Organiser Name:

Phone:

Name of the Emergency Contact on site for this event 
(if different to the event organiser):
Phone No:
Details of Emergency Management for event (as per the Emergency Management Plan)

The Colac Otway Shire have been notified of this event and have been supplied with all relevant paperwork including a copy of the Public Liability Insurance.

If you have any concerns regarding this event please contact the event organiser listed above.
Yours sincerely
(Title - Name of Event Organiser)
(Event Title)
