WELLINGTON TOWN COUNCIL

TOWN MAYOR PRO FORMA
Name  …………………………………………
Telephone no.  …………………………...

Address  …………………………………………………………………………………………..

.........................................................................................................................................

Contact e-mail address:  ………………………………………………………………………..

Name of Function  ……………………………………………………………………………….

Location (full address)  ………………………………………………………………………….

……………………………………………………………………………………………………...

.........................................................................................................................................

Date  ………………………………………..........................................................................
Time Town Mayor should arrive   ……………………………............................................
The Town Mayor will possibly be accompanied by his/her Consort unless this is not appropriate or convenient.     Is this in order?         Yes/No
Please state which of the following should be worn:-


(a)
Smart casual

(b)
Smart 


(c)
Dinner dress i.e. Gentlemen - dinner jackets





      Ladies - long/short dress
Time the function is due to start ……………………………………………………………...
Name of person who will receive the Town Mayor …………………………………………..

Name of person presiding at function  ………………………………………………………...

What is the purpose of asking the mayor to come ie. to open an event/make a speech etc.

.........................................................................................................................................

……………………………………………………………………………………………………...

.........................................................................................................................................

Information which will be of assistance to the Town Mayor i.e. For making remarks etc.    
……………………………………………………………………………………………………...
……………………………………………………………………………………………………...

.........................................................................................................................................
……………………………………………………………………………………………………...

Other important guests to whom the Town Mayor will be introduced.    (Please give as much information as possible, i.e. names, rank, position held in organisation etc.)

……………………………………………………………………………………………………

……………………………………………………………………………………………………...

……………………………………………………………………………………………………...

The Town Mayor will usually drive himself/herself to local events, therefore please make sure the person allocated to receive her is around.    
What car parking facilities are available for the Town Mayor’s car?  

………………………………………………………………………………………………..........
.........................................................................................................................................

Please state estimated time of conclusion of function 
   ……………………………………………………………………………………………………..
Signature ………………………………………………. Date …………………………………

On behalf of ……………………………………………………………………………………..

When complete please return to:-

Wellington Town Council
28 Fore Street 

Wellington

TA21 8AQ.

Tel. No:  01823 662855
Email: info@wellingtontowncouncil.co.uk
