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New Memorial Application Form

The City of Port Phillip recognises that many residents have a deep connection to people, places and spaces within the City. Council receives many requests annually from residents wishing to establish a memorial or a plaque to a loved one in a location that is meaningful, or alternatively to commemorate a civic event, person or place. While wanting to acknowledge the connections that residents have, the Council must also balance the volume of requests, and adequately maintain public spaces for all to enjoy. 

Council’s Memorials and Monuments Guidelines have been developed to ensure that the vision for the City is cohesive and consistent, and to ensure that new memorials celebrate the achievements and contributions important to the City. These Guidelines outline the process and decision-making relating to the approval and creation of memorials. Requests for the creation of new memorials must meet specific selection criteria. Please refer to Memorials and Monuments Guidelines 2017 for the assessment process.

Requests for commemorative naming of a place or object must fit within the Memorials and Monuments Guidelines 2017 and must meet the specific selection criteria listed below.
Note that a person, organisation or event already commemorated will not be considered for a new memorial unless circumstances are truly exceptional. 

To remember individual residents, there is the opportunity to plant a tree in one of the City’s numerous parks and gardens. Plaques are not installed with tree plantings as parks have a recreational and botanic function, rather than as memorial sites.
The New Memorial Application Form can be submitted by email to artheritage@portphillip.vic.gov.au or by mail to 
Art & Heritage Team Leader, City of Port Phillip 
Private Bag No 3, PO St Kilda, Victoria 3182. 
Requests for naming a road or lane must be made on the Reserve and lane naming nomination form and submitted to governance@portphillip.vic.gov.au or by mail to 
Governance Unit, City of Port Phillip
Private Bag No 3, PO St Kilda, Victoria 3182. 
	Section 1: Memorial details 

	Memorial name (or working title)
	

	Nominee (name of person, organisation or event proposed for memorialisation)

	

	Site proposed (if any)


	

	Type of memorial proposed


	

	Reason for proposing this memorial
	

	
	

	Section 2: Application information 

	Name 

Person making the submission
	

	Position
	

	Organisation
	

	Postal address
	

	Suburb
	
	Postcode
	

	Phone
	
	Mobile
	

	Email
	
	
	


	Selection Criteria
	Comments

	1. Contribution to history

What is the highly significant contribution to the shared community history of the CoPP, which is also significant at a state or national level, made by the Nominee?
(400 words max)
	

	2. Level of achievement 

Demonstrate that the Nominee has achieved at a high level and made their contribution over and above what might be reasonably expected through paid employment. 
If this is a voluntary contribution to the community, it should stand out from others who may have also made valuable contributions.

(200 words max)


	

	3. Tangible legacy

What is the tangible legacy that the Nominee has left to the community?

Include whether to City of Port Phillip, Victoria or Australia.
(200 words max)


	

	4. Relevance to site 

What is the highly significant relationship between the Nominee and the site proposed for the memorial? 


	

	5. Impact on landscape character 
What positive contribution to the aesthetic values of the proposed open space will this memorial make? 

(The memorial must consistent with any master plans affecting the site and ensure minimal detrimental impacts to the site. Impacts of the memorial include physical works required to install the memorial or access to the site in the long term.)


	

	6. Safety and maintenance 
What consideration in the design and materials selected for the memorial has been given to public safety and to minimising long-term maintenance costs?

	

	7. Costs

How much is the memorial expected to cost?

Include costs for design, construction and installation in this estimate. 


	

	8. Funding Sources 

How will this memorial be funded?

(Note that a significant proportion of the funds for the creation of the new memorial should be sourced from external sources by the organisation or person making the application.) 


	

	9. Community Support

What individuals or groups support this application?

Indicative support from local communities for a proposed memorial is essential – letters of support need to accompany the submission.


	

	10. Further comments


	


	Section 3: Administration (to be completed by CoPP staff)

	Date received
	

	Date considered by MMWG
	

	Recommendations 
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