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This form will be used by the Shire to prepare background notes and speeches for the Councillor you have requested to represent the Shire at your event. 

Please supply the completed form 4 weeks prior to the event. We cannot guarantee a speech will be available in time for your event if submitted after this timeframe. 

If you would like a Councillor to attend in an informal capacity, 
please mark this box: ☐  and only fill in this page of the form.

Please email your completed form to councillor.support@mornpen.vic.gov.au

	Event title
	

	Event description 
Please provide a 
word description and background 
summary of the event (max 200 words)
	

	Event audience 
General public, industry group members, school children etc. 
	

	Event date and time

Location (please include address)
	

	Meeting point and 
contact person 
Please include name
and phone number 
	

	Where is parking available for the Councillor?
	 

	Please nominate your Councillor(s) of choice here (subject to availability, Councillor Support will confirm prior to the event): 
	1: 
2:




Event Run Sheet 
Please provide or attach a comprehensive run sheet of your event. If not available, please detail a basic run sheet below of the proceedings/activities for your event for the development of the speech – including the time and duration the Councillor(s) are required to speak. Please include other presenters on the day. 

	Time
	Activity

	
	

	
	

	
	



Acknowledgements: 
Please list all people or event sponsors you would like the Councillor to acknowledge at the beginning of their speech. 

	Name
	Position
	Organisation 

	
	
	

	
	
	



Speech development information: 

	What is the key message you would like the speaker to deliver?
	

	Are there any formal duties required? 
Example: presenting awards, ribbon cutting ceremony etc. 
	

	Has Council been instrumental in supporting this event or initiative (financial or otherwise)? E.g. grant, funding, regular support etc 
	

	Why is this event special/important to our community?
	

	Are there any relevant statistics or interesting information about your event/topic?
	

	Is this event raising money for a fund/charity?
	




Further information and review 
We require all speeches to be reviewed by the event organiser. Pleased provide a contact person who can assist with any queries and reviewing the speech.  

	Name
	

	Title
	

	Email 
	

	Phone number 
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