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PROTOCOL AND CIVIC ENGAGEMENT FORM

In order to make arrangements for visits of the Town Mayor, will you please complete the attached engagement form and return it, not later than seven days before the date of the function, to The Mayors Office at Bury St Edmunds Town Council, 79 Whiting Street, Bury St Edmunds, IP33 1NX. It is very important that this pro forma is returned quickly, and your co-operation will be greatly appreciated.


Date:			

Name of Event:

Location:

Name of host:
Organisation:

		          (Please attach any relevant background information about your organisation)


Person who will meet Mayor on arrival:

Start time:

Time at which the Mayor should arrive:

Estimated finish time:

Location of parking facilities:
Names of any special guests to be introduced to

the Mayor:

Will refreshments or a meal be provided (e.g., lunch/

Dinner/tea etc) and at what time?

Chain of Office			Yes		       No


Mayoral Robes 		Yes 	       No 


To be confirmed by Town Council depending on mayoral protocols
				
Is the Mayor required to:					


Open the event?		Yes			No


Chair the event?		Yes			No

Propose or respond to any toast?	Yes			No 




Speak on any subject?		Yes			No							
										Continued overleaf/….

							

If yes, length of speech and subject, plus details of particular points you wish the Mayor to raise:







contact name 

if different from above:
contact telephone:

contact email:


NOTES ON THE ATTENDANCE OF THE MAYOR AT CIVIC FUNCTIONS

1.	The correct style for the Mayor in writing and verbally is “Madam (Town) Mayor”.

2.      Currently the Mayor has precedence in the Town except at functions
	where the Lord Lieutenant or the Chairman of the District Council are present.
Accordingly, the place reserved for the mayor should be on the immediate right of the main guest.

3.	A responsible person should meet the Mayor at the entrance on arrival and should introduce. 
them to the host or the assembled company.  Except in cases when the Mayor is asked to take part in the reception, their time of arrival should be only five minutes before the function begins.  This arrangement will avoid unnecessary waiting and ensure they proceed directly with the host to the place reserved for them.

4.	If the function is a lunch, dinner, or meeting for which there is a Toast List, Agenda or
Programme, a copy of this should be sent back with the completed form.  If the Mayor is to speak, and propose the toast, any background information should be sent to The Mayors Office in advance.

Please complete and return this form as soon as possible and not later than seven days before the date of the function to: 
Beverley Kipling, Civic Projects Assistant, Bury St Edmunds Town Council, 79 Whiting Street, Bury St Edmunds, IP33 1NX. mayors.office@burystedmunds-tc.gov.uk

If you wish to discuss any matter relating to the function or if, after having returned the questionnaire, the arrangements are altered in any way, please do not hesitate to contact:
Beverley Kipling, Civic Projects Assistant on TEL: 01284 725111 or email mayors.office@burystedmunds-tc.gov.uk
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