
PROCEDURE FOR EVENT MANAGEMENT 
 

Applicant submits event form to 
Public Affairs 

Approval by Transport 
Assets and advise Public 
Affairs, Parks and Field 
Services of conditions

Public Affairs contacts applicant if 
necessary to advise of missing 

TMP & time frame 

Send approval to Public Affairs for 
them to follow up with a standard 
approval letter and send out  
approval package to all parties 
required

Transport Assets process’s TMP 
for closure then prepares report 
for appropriate committee 
approval

Public Affairs passes event form 
to Transport Assets, Parks, 

Leisure Services/ Field Services 
etc for approval under their  own 

process  

Public Affairs will notify Parks, Field 
Services, Transport Assets etc by email, 
once approval letter has gone out 

Public Affairs checks events form.   
Checks all documentation is 
received.( Require plan & pro 

forma form) 
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PROCEDURE FOR ROAD CLOSURE  

EVENT

 

Book events sub-committee 
meeting and first public 

notice 

Transport Assets receives 
application for  road closure 

from Public Affairs 

Check that the TMP is 
acceptable and where 
necessary get it revised by 
STMS

Transport Assets attend Sub 
Committee meeting 

Place second Public Notice  

Public Affairs send copy of approved 
TMP to required party’s, ie Police, Field 
Services, Public Affairs, ARTA and 
STMS
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TIMELINE FOR NON-CLOSURE OF TMP 
TO FIELD SERVICES 

 
 

Application received at Public Affairs 

 
 

Application forwarded to Field Services 
for approval. Once approved Field 

Services will send application back to 
Public Affairs  

 
 
 
Field Services follow through with their 

procedures 
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TIMELINE FOR CLOSURES FOR TMP 
 
 
 
 
 
 

Arrange meeting for Street Event 
Committee Transport Technician

 
 
 

Place Public notice for 
closures, Transport Technician 

 
Prepare sub-committee report, 
Transport Technician

 
 
 
 

Public Affairs prepare standard 
TMP approval letter, include 
conditions set by sub committee 

 
 

Arrange final public notice with Ward
Secretary Transport Technician 

 
Event

 End of Process 

 
 
 
12 weeks before event Receive TMP 

10 weeks before event Finalise roads to be closed 

10weeks before event Book  first Public Notice 

9 weeks before event first Public Notice in papers 

7 weeks before event Consultation process for closure ends 

6 weeks before event TMP Finalised 

6 weeks before event Street event sub committee report ready 

3 weeks before event Street Event sub committee meeting 

3 weeks before event Book final public notice 

2 weeks before event Final public notice in papers.  Receive TMP 

As per schedule 10, Local Government Act 1974, two public notices are required 
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Who When Contact details What 

 
ARTA Event is on a bus 

route 
Kate Marros 
Kate.marros@arta.co.nz
237.2224 x 777 
Fax ??? 
 

Copy of TMP 
submitted + 

Police Courtesy for any 
event 

Henderson 
Jacqui Whittaker 
 

Copy of TMP 

Transit Event is likely to 
impact on their road 
 

Lee McFadyn @ MWH 
Consultants 

Copy of TMP 

Field Services For all events Dave Gordon or Neville 
Collins 

Copy of TMP 
 

Public signs WMS    
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