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Background 
Each  year, the  Sh ire  of Denm ark funds a  free  com m unity Christm as Event. In  the  past, 
th is even t has involved  a  parade  with  floa ts, trade r sta lls, food , and  beve rages.  
The  organ ise r is  not lim ited  to  the  structure  of past even ts, and  we  invite  applican ts to  
crea te  a  new program  for the  2023 Christm as Event.   
 
Introduction 
The  Sh ire  of Denm ark (The  Sh ire ) is  seeking Expressions of In te rest (EOI) for event 
m anagem ent of the  2023 Christm as Event. 
The  Sh ire  is seeking a  su itab le  com m unity m em ber or group to  take  on  the  ro le  of 
Event Manager for the  2023 Denm ark Christm as Event. The  su itab le  applicant will p lan , 
organ ise , and  de live r a  fam ily-friendly, inclusive  event for the  whole  com m unity. 
 
Deliverables 
The  Even t Manager will be  re sponsib le  for the  whole  even t, includ ing, bu t not 
lim ited  to , m arke ting and  prom otion , activitie s and  en te rta inm ent, in form ation  
d istribu tion , trade r stalls , food and  beve rages and  waste  m anagem ent. 
 
Expressions of In te rest shou ld  include : 

• Relevan t even t expe rience  and  qualifica tions 
• Proposed Christm as Even t p rogram  
• Proposed budge t 

 
Closing Date 
Expressions of Interest must be submitted to the Shire no later than 4 pm, Sunday, 9 July 
2023. 
 
Further Information  
For fu rther in form ation , contact: 
Nata lie  Pescud 
Adm in istration  Office r – Com m unity Se rvices 
Tel: 08 9848 0336 
Email: Natalie.Pescud@denmark.wa.gov.au 
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1. SCOPE OF REQUIREMENT 
 
 
1.1 EVENT DETAILS 

The  Sh ire  requ ire s the  event to  be  staged  in  accordance  with  the  fo llowing param eters: 
Loca t ion : With in  the  Sh ire  of Denm ark  
Da t e :  15 - 24 Decem ber 2023 (with in  th is date  range ) 
Tim e : Event Manage r d iscre tion  

 
The  even t m ust be  fam ily-friendly and  prom oted  as a  sm oke /vape  and  a lcohol-free  event.  
 
 
1.2 En t ry Cost  
En try to  the  event m ust be  provided  free  of charge  to the  com m unity.  
 
 
1.3 Eve n t  Bu d ge t  
A tota l budge t of $10,000 has been  a llocated  to  de liver the  Christm as Event. The  successfu l 
applican t is  encouraged to seek additiona l exte rna l funding. The  Sh ire  can  auspice  if requ ired . 
 
 
1.4 En t e r t a in m e n t  

• The  Event Manager sha ll a rrange , coordina te  and  engage  a ll en te rta inm ent for the  
event. Enterta inm ent shou ld  appea l to  a  broad  range  of age  groups and  
dem ograph ics, wh ich  cou ld  consist of but not be  lim ited  to: 
 

• A Christm as Event involving loca l com m unity groups, clubs, or schools. 
• Appropriate  ch ildren 's en te rta inm ent. 
• Live  m usic with  no  profan ity.  

 
1.5 Re q u ire d  In fr a s t ru ct u re  
The  Contractor sha ll a rrange , coordinate  and  engage  a ll necessary in frastructure s to  ensure  
the  event's  success. Such  in frastructure  m ay consist of but not be  lim ited  to : 

• Staging; 
• Sound; 
• Marquees; 
• Chairs and  tab les; 
• Ligh ting; 
• Appropriate  quan tity of waste  and  recycling b ins. 

 
 

1.6 Tra ffic a n d / or  Pe d e s t r ia n  Ma n a ge m e n t  a n d  Pa rk in g 
Re q u ire m e n t s  

The  Event Manager sha ll be  re sponsib le  for a ll necessary requ irem ents for: 
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• The  safe  passage  of pedestrians  
• Traffic and  Parking m anagem ent  
• Provision  of a  com prehensive  Traffic Managem ent Plan  in  the  event of any road 

closu re s. 
The  Even t Manager sha ll provide  fu ll de ta ils of the  event's  Traffic and  Parking Managem ent Plans 
to  the  Sh ire  for considera tion  and  approval. 
 
 
1.7 Ma rke t in g a n d  Prom ot ion  Re q u ire m e n t s  
To ensure  a  consisten t and  coordinated  approach  to  prom ote  the  even t, the  Even t Manager is  
re sponsib le  for organ ising, engaging and m anaging a ll necessary requ irem en ts, wh ich  m ust 
consist of but not be  lim ited  to: 

• Advertising in  Denm ark Bu lle tin , Walpole  Weekly and  Denm ark FM. 
• Prom otiona l poste rs. 
• Lia ise  with  the  Sh ire 's  Com m unica tions Officer to  arrange  for the  d isp lay of prom otiona l 

m ateria ls on  the  Sh ire  website  and  Socia l Media  pages. 
• Event photography for Sh ire  of Denm ark fu ture  use .  
• A brie f Com m unica tions/Marke ting Plan  de ta iling what, how, where  and when the  

prom otions a re  p lanned.   
Othe r prom otiona l m ate ria ls, such  as stree t banners, a re  encouraged in  line  with  re levan t Sh ire  
policie s. 
 
The  Even t Manager sha ll obta in  approval from  the  Sh ire  for a ll p rom otiona l m ate ria ls (including 
written  com m unications) p r io r  to  re leasing them  to  the  public.  

 
 
1.8 Eve n t  Pla n  
The  Even t Manager sha ll p rovide  a  de ta iled event p lan  to the  Sh ire  for considera tion  80 days 
prior to  the  event. Public Event Applica tion  (over 250) » Sh ire  of Denm ark  
The  p lan  sha ll consist o f bu t not be  lim ited  to: 

• Organ isa tion  reporting structure . 
• Key pe rsonne l, the ir ro le s and  associated  re sponsib ilitie s. 
• A tim e line  for the  p lanning and  de livery of the  event. 
• An even t site  m ap.  
• Com m unication /Marke ting p lan . 

 
 
1.9 Su st a in a b le  Eve n t s  Po licy 
The  even t m ust be  de live red  in  accordance  with  the  Sh ire 's  Susta inable  events policy P100516 
Event Manage rs a re  encouraged to  contact Plastic Reduction  Denm ark WA to  d iscuss options.   
 

https://www.denmark.wa.gov.au/community/community-information/public-event-application-over-500.aspx
https://www.denmark.wa.gov.au/Profiles/denmark/Assets/ClientData/Document-Centre/Event_Forms_and_Information/03__FINAL_Policy_-_Sustainable_Events_-_August_2018_V4.pdf
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1.10  Risk  Ma n a ge m e n t  Re q u ire m e n t s  
The  Event Manager sha ll provide  the  Sh ire  with  a  de ta iled  Risk Managem ent Plan  identifying and 
ca te ring for a ll possib le  factors associated  with  such  an  event.  
 
 
1.11  Com p lia n ce  Re qu ire m e n t s  
The  Even t Manager sha ll ensu re  the  event de live ry is in  accordance  with  re levant sta tu tory 
requ irem en ts, regu lations and  loca l laws in  force  in  Weste rn  Austra lia . Re fer to  the  
h ttps:/ /www.hea lth .wa .gov.au /Article s/F_I/Gu ide line-for-concerts-events-and-organ ised-
ga the rings  The  Event Manager is  re sponsib le  for ensu ring a ll necessary com pliance  
requ irem en ts a re  in  p lace  and  a ll appropriate  fee s are  pa id  to  the  re levant au thoritie s or 
organ isa tions prior to  the  com m encem ent of the  event. Fu rther in form ation  is ava ilab le  on  the  
Sh ire 's website .  
 
Such  com pliance  requ irem en ts sha ll include  but not be  lim ited  to: 

• Structura l requ irem en ts. 
• Electrica l requ irem en ts. 
• Food vendor applica tions and  necessary licenses. 
• All o ther necessary requ irem en ts for the  event. 

 
 
1.12  Pu b lic Lia b ilit y In su ra n ce   
The  even t will be  covered  by the  Sh ire  of Denm ark's public liab ility Insurance .   
 
 

1.13  Acq u it t a l a n d  Re p or t in g 
The  Event Manager m ust acqu it the  fund with in  30 days of the  event's conclusion . An  Acqu itta l 
/Evaluation  Form  will be  provided to the  successfu l candida te . The  Event Manage r sha ll provide  
re levant expenditu re  evidence  (rece ip ts) to  verify that the  funds have  been  spent in  accordance  
with  th is Agreem ent and  d igita l photographs of the  event.  

https://www.health.wa.gov.au/Articles/F_I/Guideline-for-concerts-events-and-organised-gatherings
https://www.health.wa.gov.au/Articles/F_I/Guideline-for-concerts-events-and-organised-gatherings
https://www.denmark.wa.gov.au/community/community-information/public-event-application-over-500.aspx
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