HORLEY TOWN COUNCIL

NAME OF ORGANISATION:  


NATURE OF FUNCTION:  

	Please state:

1.
Day, Date and Time of Function.


	

	2.
Where is the event taking place? (Full address please)


	

	3.
Who will preside?


	

	4. Is the Mayor’s wife invited?


	Yes/No

	5.
Is the Mayor expected to make a speech, propose or respond to a Toast, or present prizes? 
	Yes/No

	6.
If so, please give details.

(NOTE:  The Mayor would not normally speak longer than 2-3 minutes)
	

	7.
What time should the Mayor arrive?
	

	8.
The name of the person who will meet the Mayor?
	

	9.
Will refreshments be provided, i.e. buffet, tea, dinner, etc?
	

	10.
Approximate time of conclusion of the function? 
	

	11.
Appropriate dress for the function?  Please specify, e.g. formal (dinner jacket/evening dress) or informal.
	

	NOTE:  In order to minimise delay in finalising arrangements, please complete all questions and return at your earliest convenience to the Town Clerk, Council Offices, 92 Albert Road, Horley, Surrey, RH6 7HZ.
	


Signed:

…………………………………………………………………………..

Office held:



Address:



Tel. No:
…………………………..


