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1.0 Purpose of the Donations Guidelines

The Donations Guidelines provide a process for ICC  
and the community to follow when new donations are 
proposed. This document will provide guidance on the 
installation and care of donations, while considering 
ongoing maintenance resource and cost implications. 
It reduces the risk of ad hoc, prolific, inappropriate or 
widely varying placement of contributions (see 2.0 - 
Scope for examples) at public sites in the City. 

Any donation accepted previously will not be taken as a 
precedent for future approvals. 

For the purpose of these guidelines, items listed in 2.0 
- Scope  as "In Scope" will be referred to as “donations”, 
unless noted specifically within categories. 

Public and private gifts, bequests and contributions including furniture, various plantings and 
other amenities that enhance, beautify, improve, supplement, support or otherwise benefit In-
vercargill City Council's (ICC) network system are an important part of the City’s fabric.
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2.0 Scope

Any other items not specifically identified will be considered on a case by case basis. 

In Scope Out of Scope

Furniture (street and park) includes:
• drinking fountains
• seats
• benches 
• picnic tables 
• barbecues

Signage

Buildings and Structures include:
• play items
• buildings
• structures 
• bridges 
• memorial gates

Interpretative panels

Ornamental Features include:
• sculptures
• public art
• fountains 
• monuments 
• memorials (existing and proposed)

Display boards

Plaques Banners

Commemorative trees Cemetery ash plots (covered by Cemetery and  
Crematorium Plan)

Specialist plants other than trees Non-Council land or buildings

Process of gifting and bequests Library Collection and Development Policy, anything 
catalogued

Life cycles of donations Southland Museum and Art Gallery gifts and pecuniary 
donations

Non-catalogued items for Library Gifts to ICC staff as per the Gifts and Benefits Policy

Non-pecuniary donations for Southland Museum and  
Art Gallery

Personal gifts to ICC staff

Archives Development Donation Policy

Non-specific monetary donations

Land

Naming of a site

Animals and birds on Park land
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3.0 Definitions

3.1 Building: Includes buildings as defined in the 
Building Act.

3.2 Donation: May be in the form of money towards  
a specific asset or an asset itself. Items listed 
in 2.0 - Scope as "In Scope" will be referred to 
as “donations”, unless noted specifically within 
categories.

3.3 Furniture: Includes street and park furniture and 
covers drinking fountains, seats, benches, picnic 
tables and barbecues.

3.4 Ornamental features: includes sculptures, public 
artwork (see 3.6 - Definitions, Public Art), foun-
tains, memorials (existing and proposed) (see 3.7 
- Definitions, Memorial) and monuments (see 3.8 - 
Definitions, Monument).

3.5 Plaque: A flat tablet of metal, stone or other 
appropriate material which includes text and/or 
images which commemorate a person or an event 
and/or provides historical information relevant  
to its location. To be fixed to an object, plinth, 
building or pavement.

3.6 Public Art activity may be temporary or  
permanent and involves:
• Artists contributing to the thinking and design 

of public places and spaces.
• Art concepts and/or art works and/or design 

features integrated into urban design  
developments (including buildings, streets  
and parks).

• Artists working in and with communities in 
public spaces.

• Art processes and artworks in the public 
sphere that may be variously described as 
sculpture, murals, street-art, performance, 
new-genre public art, relational aesthetics, 
and/or installations.

3.7 Memorial: An object established in memory of a 
person or event.

For the purpose of the guidelines the following definitions will apply:

3.8 Monument: A structure created in memory of a 
person or event or which has become important 
to a social group as a part of their remembrance 
of past events.

3.9 Relevant Manager: Manager who represents ICC. 
Examples of relevant managers include - Parks 
and Recreation, Roading, Water, Sewerage, Prop-
erty, Library, Southland Museum and Art Gallery 
and Community Development.

3.10 Significance: An asset with cultural, communal  
or heritage value that enhances the importance of 
the site, commemorates someone or something 
and develops pre-existing themes with a useful  
life of more than 12 months or as stated in the 
categories noted in 5.0 - Categories. The asset 
should pose minimal risk that ICC should  
be able to remediate in a short time frame if 
necessary.

3.11 Structure: A structure is a functional  
construction intended to be used for purposes 
other than sheltering human activity. 
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4.0 General Guidelines

4.1 Decisions for proposals on Council land are to 
be consistent with Council legislation, policies, 
plans, strategies and guidelines, both current and 
subsequent. (For example, Policy "Monuments, Art 
Work and Sculpture Displays” which is located in  
updated Reserve Management Plans (see Appendix 
A - Policy Extract from Reserve Management Plans).

4.2 Requests for donations on Council land should be 
determined by these guidelines on a case by case 
basis via the process noted in Appendix C - Process.

4.3 ICC has specified a range of categories for  
donations appropriate to the needs of individuals 
and organisations (see section 5.0 - Categories). 
Proposals beyond the scope of these categories 
will be at the relevant manager’s discretion on a 
case by case basis. Applications can only be made 
for one category. Future maintenance and lifecy-
cle cost of the item needs to be considered when 
making a decision to accept or decline the item.

4.4 Subjects for donations will be limited to the  
following:
• An individual or association that has  

contributed significantly to the City, where  
any person(s), organisation or event being 
commemorated is considered to be of  
considerable local, regional, national, or  
social historical significance.

• No new donation will be considered that 
commemorates a person, event or occasion 
already memorialised unless there are  
exceptional circumstances.

4.5 Approval is dependent on the suitability of the 
site for the donated item (for example, if there is 
enough space) and whether there is a genuine 
need for it as determined by the relevant manager. 
If an application for a donation is declined, ICC’s  
decision is final. Managers have  the ability to  
suggest another type of donation according to 
their needs and future developments.

4.6 Donations should be designed and installed in 
such a way that will not substantially change the 
character of a facility or its intended use.

4.7 Donations shall contribute to the overall visitor 
experience and preserve or enhance the visual 
character of the setting.

4.8 ICC will maintain the donation only for its expect-
ed life cycle (see Appendix A - Policy Extract from 
Reserve Management Plans).

4.9 Donations must be of a high quality related to 
style, appearance, durability and ease of mainte-
nance to ensure a long life and be resistant to the 
elements wear and tear.

4.10 Donations will be recorded in the ICC asset  
register database.

4.11 The donor must provide ICC with current con-
tact information for the purposes of notification 
regarding their donation. The donor will be given 
the opportunity to take further action at the 
expiration of the original life cycle. If ICC is unable 
to contact the donor or the donor chooses not 
to renew, any plaque or donated item should be 
removed.

4.12 ICC can decide if it will accept or decline a bequest 
or donation in a will. If accepted, ICC reserves the 
right to dispose of the asset if no longer required.

4.13 Considerations on donated items should include: 
addressing copyright issues, materials, concept 
plan, colours, size, repairs and maintenance (ICC 
expectations compared to donors expectations on 
service level agreement for the donated asset), 
surface preparation and end of useful life (does 
the plaque out live the asset?), community inter-
est/input, design and coordination.
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Plaques
4.14 Plaques may signify or commemorate a historic 

or civic occasion, or provide minor interpretative 
material relevant to a nearby building, artwork, 
historic feature or site. They should not be 
permitted as private memorials for individuals 
or families. Plaques recognising people’s contri-
butions should only be in places where they have 
a special association at the relevant manager’s 
discretion on a case by case basis.
• Plaques for artwork may be referred to  

the Southland Art Foundation for their  
recommendations, and then referred to the  
relevant manager for consideration. Plaques 
for artwork are used to list artist, title, date  
of installation of artwork and interpretative 
information and are installed for every new 
Council commissioned artwork in a public 
place. The plaque shape and material should 
be in keeping with the artwork.

• Any new applications for plaques with  
historical significance received by the ICC will 
be referred to Heritage NZ Pouhere o Taonga 
for verification.

• Costs will be covered by the applicant.

4.15 Materials will have a minimum service life of 50 
years as detailed in the NZS 4242:2018 (or its 
subsequent updates).

4.16 Approved plaques placed in the City will be 
deemed to be owned and managed by the ICC 
unless otherwise agreed. Subjects (topics) for 
personalised memorial plaques on furniture will 
be considered by the relevant manager on a case 
by case basis.

4.17 General Design Specification (excluding plaques) 
for artwork:
• Maximum size 300mm x 200mm (w x h).
• Plaque to be bronze to ensure durability.

4.18 Plaque Design Specification for furniture:
• Bronze plaque mounted on a plinth (at  

applicant's cost).
• Maximum size 300mm x 200mm (w x h).

4.19 Donation acknowledgements or memorial 
plaques will be of a standard size and  

material established by ICC. ICC may approve  
all text for donation acknowledgements and 
memorial plaques purchased from a Council 
approved vendor to ensure highest quality, life 
and durability.

Plaque Wording
4.20 Text must be brief and in language easily  

understood by the public. It should avoid the  
use of jargon or acronyms.

4.21 Braille and Te Reo Maori are encouraged on 
plaques. Donors who wish to use Braille and Te 
Reo Maori will liaise with ICC with a translation in 
English and proof that it has been approved by a 
suitably qualified professional before ICC approv-
ing it. Other languages will be considered under 
the discretion of the relevant manager and  
considered on a case by case basis as per  
special association.

4.22 Text will be written following research from a 
wide range of authoritative sources and where 
relevant be verified by Heritage New Zealand 
Pouhere o Taonga (HNZPT).

4.23 A final proof of the plaque/memorial wording 
must be approved by the applicant prior to  
production.

4.24 If a graphic image is utilised the amount of text 
should be reduced.

4.25 Any sponsorship recognition must align with 
Council policy and be through the use of approved 
wording or logo, which will take up no more than 
10% of the overall plaque design.
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In addition to 4.0 - General Guidelines the following Category requirements for 
specific donations may be considered as donations to ICC:

5.0 Categories

5.1 Category 1: Commemorative Trees 
and Specialist Plants

5.1.1  This category is reserved for commemoration of 
dignitaries, civic and historic occasions. Sourcing 
of trees will be investigated prior to accepting.

5.1.2 Commemorative trees, native or exotic must 
be consistent with Council’s Tree Plan to be 
planted in any of the City parks or gardens and 
placed in a location approved by management. 
Once planted, commemorative trees become a 
Council asset and are maintained to the Council 
standards.

5.1.3 As with all ICC managed trees, plants need  
to be appropriate to the site and area, and 
maintenance must be according to best  
arboriculture practice. If, due to unforeseen  
circumstances, a tree must be removed, or it 
falls over, it may not be replaced:

• For commemorative trees the metal plaque 
may be set at base of tree on a concrete 
plinth.

• The plaque should be returned to the owner 
if the tree has been removed.

5.1.4 ICC may approve sponsored and donated plants 
on Council land subject to the following:

• Approval is consistent with the Tree Plan for 
managing donated trees.

• Approval is consistent with Reserve  
Management Plans, any site master  
planning, and other planting programmes 
already anticipated for the site.

• The decision for park and cemetery trees is 
at the discretion of the Parks and Recreation 
Manager 

• The decision for street trees is at the  
discretion of the Roading Manager.

5.1.5 Dedicated areas for commemorative trees

• ICC may in the future set aside reserve areas 
specifically for commemorative trees.

5.1.6  Commemorative trees – landscape/ 
management plans:

• Any commemorative plants should be in  
accordance with any landscape or man-
agement plan adopted for the reserve and 
approved species.

5.1.7 Specialist plants will be considered on a case by 
case basis and be subject to the site and area. If, 
due to unforeseen circumstances, a plant must 
be removed, or dies, it may not be replaced.  
Sections 5.1.1 – 5.1.6  - Category 1: Commemorative 
Trees and Specialist Plants) also apply to specialist 
plant requests.

5.2 Category 2: Ornamental  
Features

5.2.1 ICC may consider unique and substantial  
ornamental features as defined in 2.0 Scope  
and 3.0 Definitions. A written proposal  
(including concept plan) will be made  
to the relevant manager outlining the  
desired outcome and budget available.  
Applications will be considered on a case by  
case basis by the relevant manager.

5.2.2 Ownership of art work is to be determined at an 
early stage as this dictates who is responsible 
for maintaining the asset.

5.3 Category 3: Furniture
5.3.1 Furniture as defined in 2.0 - Scope and 3.0 - 

Definitions may be suitable for a group or  
individuals who want to be commemorated.

5.3.2 The location of the furniture is at the discretion 
of the relevant manager.

5.3.3 Once installed, furniture becomes a Council 
asset which will be maintained to Council  
standards for a period of at least five years. If 
due to unforeseen circumstances the furniture 
must be removed or is stolen, it might not be 
replaced.
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5.3.4 The decision to accept urban street furniture 
remains with the Roading Manager. The decision 
to accept parks and cemetery furniture remains 
with the Parks and Recreation Manager.

5.4 Category 4: Buildings and  
Structures (as defined in 2.0 Scope 
and 3.0 Definitions)

5.4.1 ICC should not accept donated buildings unless 
they have a cultural or heritage value significant 
to the site and surrounding area. In cases where 
specific groups have ceased to exist or have 
expired, ICC may assess the acceptance of these 
buildings on a case by case basis. The decision for 
buildings remains with the Property Manager or 
the Parks and Recreation Manager if parks/cem-
etery related.

5.4.2 A written proposal (including concept plan) 
should be made to the relevant manager  
outlining the desired outcome and budget  
available. These applications should be  
considered on a case by case basis by the  
relevant manager.

5.4.3 The location of the building or structure is at the 
discretion of the relevant manager.

5.4.4 Once installed, the building or structure  
becomes a Council asset which will be  
maintained to Council standards for a period 
of at least five years. After this time removal 
of the asset will be at ICC’s discretion. If due to 
unforeseen circumstances a structure must be 
removed, it might not be replaced.

5.5 Category 5: Southland Museum 
and Art Gallery Collections

5.5.1 Southland Museum and Art Gallery currently  
has policies which will be kept separate from 
these guidelines for all Museum related gifts  
and pecuniary donations.

5.5.2 These guidelines will be followed for non- 
pecuniary/non-collection donations gifts etc.

5.5.3  The decision to accept donations remains  
with the Southland Museum and Art Gallery 
Manager.

5.6 Category 6: Invercargill Public  
Library Collections

5.6.1  Invercargill Public Library currently has a 
Library Collection Development Policy that 
includes donations that fall within its collection 
priorities. Non catalogued items should  
be considered as part of the guidelines.

5.6.2  For proposed collection material, the decision 
to accept donations remains with the Library 
Manager.
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6.0 Locations

7.0 Replacements

6.1  Applicants should nominate a preferred site  
(general location) for the placement of the  
donation. Only sites that have relevance to the 
person, group or event being commemorated 
should be nominated.

6.2 It should be noted that: Queens Park already  
contains a high volume of memorial donations and 
is considered to have reached full capacity for such 
items. No new donations will be accepted in this 
area unless by special Council dispensation.

6.3 Approval for a particular site will only be  
granted if consistent with the ICC‘s development 
plan or Reserve Management Plan for that site, 
and the proposed donation being relevant to the 
site. The identification of specific locations for 
 future art works would help decision making 
when art is offered.

6.4 Consideration of existing numbers of donations 
in the vicinity of the proposed new donation will 
be taken into account with each application. The 
relevant manager has final approval of appropriate 
site/s and should determine the exact location of 
any donation.

6.5 The donation will be located at the designated  
site until such time that it cannot be maintained 
due to natural degradation with the following 
exceptions:

• The area in which the donation is sited is to be 
redeveloped.

• The use of the area in which the donation is 
sited changes significantly in character and the 
item is not deemed suitable for the site.

• The structure or support on which the donation 
is located is to be removed or permanently 
altered.

• The donation interferes with site safety,  
maintenance or construction activities.

• When the donation is past its life expectancy or 
maintenance requirements exceed the financial 
value of the item it will be renewed or disposed 
of at the discretion of ICC.

6.6  Any relocation would be at the cost of the  
person or organisation donating, and will need to 

7.1  Requests may be considered to replace existing 
plaques or memorials which have been damaged 
or otherwise degraded or require alterations, 
however replacements will need to conform to 
current design specifications and guidelines.

7.2 Replacement costs will be the responsibility of 
the applicant unless the relevant manager decides 
it is appropriate for ICC to fund the replacement. 
(Historical plaques or memorials which are part 
of the Council’s collection will be appropriately 
maintained by ICC).

7.3 All metal plaques are at risk of theft due to their 
scrap value and must be securely attached to 
solid objects such as buildings, rocks or pavement.

go through ICC's approvals process (see Appendix 
C - Process).

6.7 ICC will attempt to contact each identifiable donor 
notifying the donor of any action related  
to the disposition of the donation. In certain  
circumstances such as safety or emergency  
situations, the notification may be made after  
the action is taken. In the event a donation must 
be permanently removed, ICC should seek an 
alternative location consistent with this policy.
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8.0 Applications

8.1  Applications (see Appendix D - Application Form) 
should be made in writing to Invercargill City 
Council, Private Bag 90104, Invercargill 9840 or 
email service@icc.govt.nz

8.2 Applications should include all relevant details 
including:

• Proposed donation category

• Desired site or location

• Text or images to be included 

• Any other pertinent information

• Copyright issues 

• Materials 

• Concept plan 

• Colours 

• Size

• Repairs and maintenance (ICC expectations 
compared to donors expectations on service 
level agreement for the donated asset) 

• Surface preparation 

• End of useful life (does the plaque out live the 
asset?)

8.3  Applications for categories will be presented 
to the relevant manager for decision. Anything 
significant over $50,000 will be presented to the 

relevant Council Committee for decision. Please 
refer to section 5.2 (Category 2: Ornamental Fea-
tures) for special conditions relating to Ornamental 
Features.

8.4  Decisions will be confirmed in writing to the  
applicant (see Appendix E - Example of Letter to 
Donor).

8.5  The applicant must meet all costs (see  
Appendix A - Policy Extract from Reserve Manage-
ment Plans) associated with design, manufacture 
and installation, shipping and maintenance  
during the expected life cycle of the donation. 
Arrangements to deliver and install donated  
items must have prior approval from ICC.

8.6  Payment for approved donations must be made in 
full prior to ordering.

8.7  ICC will manage the design, manufacture and 
installation of the donation as specified.

8.8  No application should be considered outside this 
process.

8.9 Please note if there is a religious or cultural aspect 
to the asset, there may be further consultation 
required prior to accepting the donation or special 
processes to put in place when installing or  
removing it.
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9.0 Implementation 10.0 Review

11.0 Attachments

9.1  Written application with appropriate information 
should be received.

9.2 Items of significance (including installation) will 
be required to go through a Council Meeting for 
approval. The level of significance will be assessed 
by the relevant manager.

9.3  If necessary the application will be referred to the 
relevant manager.

9.4  Applications will be approved or declined and the 
applicant will be notified accordingly.

9.5  If successful, the applicant is required to pay full 
cost before the application is processed further.

9.6  On receipt of payment ICC will order artwork  
design for plaques to ensure uniformity.

9.7  On receipt of full payment ICC will order or  
organise installation of donations.

9.8  Installation of donations, including plaques, will be 
completed by ICC staff or by a Council approved 
contractor.

9.9  The installation will be scheduled at a time  
and date as determined by ICC so as not to  
unnecessarily interfere with routine maintenance 
activities.

10.1  These guidelines will be reviewed initially in one 
year and then five years from thereon.

Appendix A:  Policy Extract from Reserve Management 
Plans – Monuments, Art Work and  
Sculpture Displays Policy.

Appendix B:  Memorial and Donation Fee Estimates/ 
Approved List of Donations.

Appendix C:  Process.

Appendix D:  Application Form.

Appendix E:  Example of Letter to Donor.

Please note appendices are as at March 2020 and are 
subject to updates at any time. 
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 - Monuments, Art Work and Sculpture Displays Policy

Appendix A: Policy Extract from Reserve 
Management Plan

Objective:
To provide monuments, art work and sculpture displays 
to enhance the experience for visitors to the reserves.

Policies
Monuments, art work and sculpture displays will be 
considered where appropriate and practical so it is in 
keeping with the natural and surrounding character of 
the reserve.

Materials and colour schemes of monuments, art work 
and sculpture displays shall be approved by Council.  
The creation, materials and colours of monuments,  
art work and sculpture displays, and siting may be 
considered on submission of a copy of the design and 
proposed colour scheme to Council.

Monuments, art work and sculpture displays will be 
designed to a high standard and, where practical, be 
designed to limit the opportunity for vandalism. 

Permanent monuments, art work and sculpture dis-
plays in reserves will need to be robust, weatherproof 
and long lasting. 

Installation and maintenance of monuments, art work 
and sculpture displays in reserves will be undertaken 
by Council, or Council approved operators.

The design of any monuments, art work and sculpture 
displays shall be subject to Council approval and shall 
be in keeping with the surrounds to enhance and  
complement the landscape.

Temporary monuments, art work and sculpture 
 displays are allowed on reserves until such time as the 
purpose for the display is finished and then they will be 
removed. They will be the responsibility of the event 
organisers or reserve occupiers.

Any proposals for monuments, art work and sculptures 
will be subject to the siting of them not compromising 
the other values of the park.
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Appendix B: Memorial and Donation Fee 
Estimates*/Approved List of Donations

Donation  
Type

Purchase  
Cost

Installation  
Cost

Annual  
Maintenance

Expected  
Life

Park benches and 
seats

$1,000-$2,000 $1,500-$2,500 $100-$200 20-45 years

Picnic tables $800-$1,500 $1,400-$2,000 $150-$200 20-30 years

Trees N/A $250 $20-$30 50+ years

Plaques $300-$1,000 $250 N/A 70+ years

Plinth N/A $100 N/A

Monuments Based on case by case details

Public Art Based on case by case details

Sculpture Based on case by case details

Other Based on case by case details

•  The final donation price will include the purchase, 
installation and annual maintenance x five years.

• Includes shipping, handling, and installation.

• Price will be provided upon request, pending size 
and location.

• Costings are based on current average pricing and 
are subject to change.

• Donations types are based on variants with regards 
to Parks and Recreation Assets.

• For approved donations, the total amount due for 
the donated item must be received by ICC before 
the donation will be ordered.

* Estimates as at March 2020
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Appendix C: Process

Initial enquiry to ICC - where further documentation (e.g. catalogue) may be provided to apply

Confirmation of installation notified to applicant

Significant donations (including 
installation) - decision for Council/go to  

Council meeting

Arrange payment of costs prior to ordering and 
arrangement for delivery and installation, add to asset 

database and arrange schedule of works

Arrange payment of costs prior to ordering and 
arrangement for delivery and installation, add to asset 

database and arrange schedule of works

Donations under $50,000 (including 
installation) - decision for manager

Application sent to ICC

Declined

Decision confirmed in 
writing to applicant 

Decision confirmed in 
writing to applicant 

Decision confirmed in 
writing to applicant with 
anticipated timeframe 

Decision confirmed in 
writing to applicant with 
anticipated timeframe 

DeclinedAccepted Accepted

Forwarded on to relevant manager for consideration

Considerations made (4.13 and 8.2)

If there is a religious or cultural aspect to the asset, ICC may require  
further consultation prior to accepting the donation or special processes  

to put in place when installing or removing it

Installation of donations, including plaques, should be completed by 
 Council staff or by a Council approved contractor

The installation  should be scheduled at a time and date as determined by Council so 
as not to unnecessarily interfere with routine maintenance activities. Unveiling or  

ceremony acknowledgement should be pre-arranged with ICC
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Appendix D: Application Form

Contact Details

Donor name:

Lawyer (if appropriate1):

Donor Organisation:

Phone Number: Mobile Phone:

Email:

Type of Item:

Tree Species (if applicable):

Supply and Installation:

Plaque: Supply and Installation: 
(max size: 300mm x 200mm) $530.00 + GST

Total Cost:

1 A lawyer may be used to help track down family members for future correspondence.

Type:
To maintain consistency of furniture across Council sites, standard furniture designs and styles will generally be used. The 
donor will purchase the item and fund the installation which will be carried out by Council. The cost is updated annually 
and is dependent on current rates and installation costs and will be determined by Council. The donor is responsible for 
the cost of the item. Council will maintain the item in accordance with the conditions set out in this application.

Plaque Supply:
The donor is responsible for the cost of the plaque (in addition to the cost of the seat). Council will carry out the  
installation of approved item and plaque, but the plaque remains the responsibility of the donor. Plaques may only  
be added to furniture at the discretion of Council.

Plaque wording required (please check). Inscription: 3 lines with 45 characters per line maximum, including spacing and 
punctuation.

Material: Bronze 

Plaque Size:    Standard (300mm x 200mm) 

   Seats, benches, picnic tables (maximum size 300mm x 200mm) 

  Other: please specify 
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• Quote 
• Photo/image
• Addressing copyright issues 
• Materials 
• Concept Plan identifying location 
• Colours  

• Size/Area 
• Repairs and maintenance plan 
• End of useful life 
• Design and coordination 
• Community interest 
• Any special requirements

Supporting Information

Plaque Information and Wording:
The donor will provide information and wording for the plaque. Due to the public nature of the donation the following 
guidelines are provided to assist in the preparation of commemorative information on the plaque. A plaque can include 
the name of the person being commemorated but should avoid reference to dates of birth and death. The wording 
should capture the spirit of the person and place in a way that the wider public can appreciate and enjoy. No hash tags, 
text speak or emojis thanks.

Location:
Items are often requested at popular locations such as Premier Parks, the main street or alongside waterways.  
Whilst we try to accommodate the request of the donor, it is not always possible to do so. Ideally donors will  
propose a range of location options for consideration to avoid disappointment.  The location of items shall be at 
the discretion of Council.

Map Notes

Approved Location:

Approximate Street Address:

Any relevant description:
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For Office Use Only

ICC reference no: Date of first contact: Proposed

Installation date (month/year):

Confirmed installation period (month/year):

Will access be an issue?   YES / NO Details:

Any other approval needed?  YES / NO Details:

Will the location  present maintenance issues?  YES (e.g by the Ocean ) / NO

If the proposed item is in the dune belt, will erosion be an issue? YES, by the Ocean / NO

Is the seat on a river corridor or water way?  YES / NO
If so, confirm location with Environment Southland and the Stormwater team prior to installing.

Other Comments:

All details confirmed by applicant Date:

 Application form signed by applicant  Plaque order placed  with supplier

 Payment confirmed by Finance  Service request for installation

 Order placed with supplier or ICC to build  Installation complete

Application Form Continued

Conditions of Commemorative Installation
• If the item must be relocated, ICC staff will attempt 

to notify the donor via the contact details provided on 
this form.

• Donations may be tax deductible (please consult with 
an accountant). 

• The donor declares to have read the ICC Donation 
Guidelines. 

• The donor understands and agrees with the 
conditions and agrees to pay the donation funds 
prior to installation. Upon signing this form the donor 
acknowledges that once the item is installed the 

standard and frequency of maintenance shall be at 
ICC’s discretion to preserve the function of the item 
to a safe standard. 

• The expected life of the item will vary depending on 
the nature of the location and site condition.

• Replacement of items shall be at ICC’s discretion and 
according to changing community needs. If the item 
is replaced in future, ICC shall endeavour to contact 
the donor and preserve the commemorative nature 
of the item in as far as is reasonably practical, but 
makes no guarantee of doing so.

Donor signature: ICC signature:

Donor name: Date:

Completion of this application form assists ICC with understanding your request and informing ICC to go through the approval 
process before making a final decision. Please attach any supporting information.
Please send your application and supporting information to Invercargill City Council, Private Bag 90104, Invercargill 9840 or 
email service@icc.govt.nz
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Appendix E: Example of Letter to Donor

FILENUMBER

(INSERT DATE)

(INSERT ADDRESS)

Dear (INSERT NAME)

EXAMPLE OF COMMEMORATIVE (INSERT ASSET) LETTER TO DONOR

Thank you for your inquiry regarding a commemorative (INSERT ASSET) on Invercargill City Council land.  

Depending on the location, we have a variety of styles to choose from.  A catalogue is attached (only for 
seats and picnic tables) for your information. There may be a slight variation in styles. These are supplied 
and installed by Invercargill City Council.  

Additionally, we can provide a plaque with up to approximately 30 words at your cost.

In your desired location, a (INSERT ASSET) would be appropriate. The timing of the whole process is  
anticipated to be at a minimum of six weeks upon acceptance. This may vary depending on staff workloads 
at the time.

I have included a copy of the application form with this letter for your perusal. It has further information 
and pricing within it.

If you would like to proceed with a commemorative (insert asset), please send or hand in the form to  
Invercargill City Council, Esk Street, Private Bag 90104, Invercargill 9840, or email to service @icc.govt.nz

Consideration of the application still needs to go through an approval process.

If you have any more enquiries, please don’t hesitate to contact me on the phone number below, or  
via email. 

Yours sincerely

(INSERT NAME)
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