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	MAYORAL BRIEFING FORM

	
	

	FUNCTION:
	

	
	

	LOCATION:
	

	
	
	
	

	ARRIVAL TIME
	
	
	
	DATE
	

	
	
	
	
	

	DEPART TIME
	
	
	
	
	

	
	
	
	

	CONTACT
	
	Tel  No  
	

	

	ORGANISATION:
	

	

	For

Office Use:
	ACKNOWLEDGEMENT:
	Accept

Yes/No
	Comments:
	

	                          Mayor’s Parlour: yes/no

	
	
	
	

	

	Precise point of arrival:


	

	
	

	Name and position of
	

	Person to greet Mayor / Deputy Mayor:
	

	
	

	Persons to be presented to
	

	Mayor / Deputy Mayor:
	

	
	

	Number of persons at Function
	

	(If children indicate numbers and age):
	

	

	SPEECH:
	Is Mayor required to speak?
	YES/NO
	Length of speech:            
	
	Mins

	
	

	Details to which specific reference should be made:
	

	

	

	

	

	

	

	Chains of Office
	
	Mayor
	  Yes/No
	
	Badge Only
	   Yes/No

	

	DRESS: e.g. Ladies: Day Dress/ Eve Dress.   Men: lounge suit/black tie
	

	

	Mayor:
	

	

	Mayoress:
	


	PROGRAMME OF EVENTS:

	
	

	

	BACKGROUND NOTES:

Please attach as much information as possible:


Please Return to: 

The Civic Officer, Tamworth Borough Council, Marmion House, Lichfield Street, Tamworth B79 7BZ

Phone No: 01827 709262.  E-mail. civic-administration@tamworth.gov.uk 

