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	PENRITH TOWN COUNCIL


c/o Council Office, First Floor, The Parish Centre, St. Andrew’s Place, Penrith, Cumbria, CA11 7XX

Tel: 01768 899773      Email: deputytownclerk@penrithtowncouncil.co.uk
Mayoral Engagements
Please could you complete the details below and post or email to the address above
	Name of Organisation/Individual:

	

	Details of the work or objectives of 

your organisation


	

	Your Contact Details


	

	Date of event/function:

	

	Location of event/function:

	

	Is the invitation for the Mayor only or the Mayor and Consort?


	

	Please state the dress code:

	

	Is this event/function formal or informal?


	

	Do you require the Mayor to wear his chain of office?


	

	Dress Code: 
Please also state if special or protective clothing is required


	

	Will there be a formal welcome?


	

	Who will greet the Mayor at the venue?

	

	Please state the time of arrival:

	

	Please state the finishing time:

	

	Will the Mayor be required to make a speech?


	

	Have all parties involved been made aware that the Mayor will be in attendance? 


	

	Any additional information required e.g. parking availability or directions.


	

	If you would like the Mayor to respond to a toast or make a speech, please give us the full details and any specific points you wish the mayor to make




For Office Use only:
Date Passed to Mayor:
Date Responded to:
