
SHREWSBURY TOWN COUNCIL

MAYORAL ENGAGEMENTS
It is essential for the Mayor (or the Deputy Mayor when deputising for the Mayor) to be fully briefed about the organisation whose function is to be attended and to be aware of any special requirements for the event concerned.  After studying the enclosed Special Notes for the Organisers of Functions, please complete this form and return it to the Mayor's Secretary, The Guildhall, Frankwell Quay, Shrewsbury, SY3 8HR.




1.
NAME OF ORGANISATION

2.
DAY, DATE & TIME OF 


FUNCTION 

3.
DETAILS OF FUNCTION

4.
TIME CIVIC PARTY SHOULD ARRIVE

5.
NAME AND ADDRESS OF


SECRETARY (OR OTHER PERSON


TO WHOM CORRESPONDENCE IS


TO BE SENT)

6.
TELEPHONE NUMBER

7.
VENUE OF FUNCTION

8.
APPROXIMATE TIME FUNCTION


WILL END


9.
DRESS (LOUNGE SUIT/BLACK TIE


SHORT DRESS/EVENING DRESS)


PLEASE STATE IF SPECIAL OR 


PROTECTIVE CLOTHING IS REQUIRED

10.
NAME OF PERSON PRESIDING AND OTHER


OFFICIALS ATTENDING THE FUNCTION

11.
WHERE CIVIC PARTY WILL BE RECEIVED

12.
PERSON WHO WILL MEET CIVIC PARTY


13.
(FOR FUNCTIONS WHICH DO NOT INVOLVE


A SPECIFIED MEAL) WILL REFRESHMENTS


BE PROVIDED? (BRIEF DETAILS WOULD 


BE HELPFUL)


14.
CAN A PARKING SPACE AT THE VENUE BE 


RESERVED FOR THE MAYOR'S CAR?


15.
SPEECHES AND TOASTS - IF THE MAYOR IS


REQUIRED TO RESPOND TO A TOAST OR


MAKE A SPEECH PLEASE GIVE FULL


DETAILS INCLUDING ANY PARTICULARS


WHICH MAY ASSIST AND ANY SPECIFIC


POINTS YOU MIGHT WISH THE MAYOR TO


MAKE


16.
DETAILS OF THE WORK OR THE


OBJECTIVES OF YOUR ORGANISATION


(ANNUAL REPORTS, AGENDAS OR


INFORMATION LEAFLETS SHOULD BE


SUPPLIED WHERE APPROPRIATE)

NOTE:

It is particularly important for the Mayor to be in possession of the information in

Sections 9 to 16.  Please ensure that these Sections are completed as fully as possible.



DATE:




SIGNATURE:

FOR OFFICE USE ONLY














PLEASE COMPLETE EVERY SECTION OF THE FORM, ENTERING "NONE" IF ANY ITEM IS NOT APPLICABLE





PLEASE COMPLETE THE FORM IN BLACK INK OR TYPE



































Day                                                 Evening



















































































