DOCUMENTATION FOR EVENTS
1) Event timeline:

· start time unloading/loading (the unloading of materials must take place by 9.00 am – exit of vehicles from the site by 8.50 am – collection after 7.00 pm)
· Installation phases
· Timetable of event with indications of entry time and closing time (with time of final exit)
· Dismantling phase

The event timeline will be used to work out the number of third party security personnel to be assigned to the event provided by article 1, paragraph 315 of Law no. 205/2017 pursuant to which: For cultural events or other events run or organised in cultural heritage sites belonging to the state by third-party event management firms (…), the services provided by the staff of the Italian Ministry for Cultural Heritage, Cultural Activities and Tourism designed to ensure the safeguard of places and visitors in relation to the aforementioned activities shall be considered additional services that differ from overtime work. Notwithstanding article 43 of law 27 December 1997, no. 449, the sums destined for the payment of the staff for each activity of enhancement or event shall be made by the third-party event management firm or authorised parties prior to the commencement of the activities (…).
The cost per each unit on behalf of third parties is  € 65 per hour  (€ 70 from 10.00 pm to 6.00 am).
The number of units to be assigned to the event is calculated on the basis of the activities and the timeline.


2) Description of the event (with precise indications of the timetable – maximum number of spectators – any musical events – execution of the activities)
3) Project for setting up the event: with illustrated design proposal, indications of seating for the public, exit routes, backstage, layout of equipment and facilities, to enable assessment by the supervisory committee
4) 	Details of insurance policy for the CL/CLW (Civil Liability towards third parties and Civil Liability for workers) for accidents, for persons, for things, as well as complete guarantees for workers who have obligatory insurance for occupational accidents, including employees of the Archaeological Park who conduct activities on behalf of third parties, with a limit of liability not less than Euro 3,000,000.00 (for accidents, for persons, for things) expressly linked to the event.
5) 	List of names of the personnel coming into the site and vehicle registration numbers, in order to prepare the necessary authorisation. The personnel shall be required to display a specific identification badge.
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According to the type of event, it will be necessary to produce the following documentation:

A. Type of event 

1) For events involving up to 200 people:

· For events that involve a capacity of up to a maximum of 200 spectators and which take place within 24 hours of the starting day, the event licence is replaced by a notice of start of the activity (SCIA) presented on the appropriate form and provided with the documentation required by the council in accordance with article 69 of Royal Decree 773/31;
· The checks and controls by the Supervisory Committee pursuant to article 141, paragraph 2 of the Regulations for the Enforcement of the Consolidated Act on Public Security (T.U.L.P.S.) (Royal Decree 635/1940) are replaced by a technical report by a professional registered with the Register of Engineers, Architects or Surveyors, which attests that the structures comply with the technical regulations set out in the Ministerial Decree of 19 August 1996 and comply with the current measures for hygiene, security and public safety pursuant to article 4 paragraph 2 of the Presidential Decree 311/2001

2) For events involving over 200 people:

· For events involving over 200 spectators, the public entertainment licence is issued following specific checks and controls by the Local Supervisory Committee for Public Entertainment.


B. Notice to Police Headquarters 
- Moreover, pursuant to article 18 of Royal Decree  6 June 1931, no. 773 the Consolidated Act of Public Safety Legislation states that “The promoters of a meeting in a public place or in a place open to the public” must provide notice to the Chief of Police at least three days prior to the event.


C. Security and safety measures:
- ORGANISATION OF A SAFETY AND EVACUATION PLAN
Proportional to the scale of the event due to be organised, whereas no event is excluded a priori from the regulations of the Italian Minister of the Interior no.555/OP/0001991/2017/1 dated 7/6/2016; Circular U.0011464.19-06-2017 of the Department of the Fire Brigade dated 19/6/2017; Circular N. 11001/110(10) of the  Italian Minister of the Interior dated 28/7/2017;

D. Notice to the Local Health Unit (ASL) (at least 30 days prior to the event)
- Executive Decree no. 77 of 19/04/2017 (Healthcare for scheduled events);

E. Notice to the local Italian Society of Authors and Publishers (SIAE) – The organisers shall also provide notice to the Italian Society of Authors and Publishers (SIAE) using the appropriate form, providing information about the event at least two working days prior to the scheduled start of the event.

Please note that:

· the licence must have a digital signature  

· the licence must be accompanied by a form with a tax stamp for €16,00 (a tax stamp for each 4 pages) and subsequently annulled by hand with a pen.

Once scanned with the tax stamp affixed to it, the form should be signed digitally and sent.
· A further tax stamp for €16,00 will be required for the public entertainment licence
