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KEIGHLEY TOWN COUNCIL

THE MAYORALTY
An information sheet and questionnaire designed to assist with invitations to the Civic Head to attend functions
	Name of Organisation:


	Any relevant matter or particular point to which reference is desired:



	Date of function:


	Toast to be proposed or replied to by the Civic Head.  If there are to be a few toasts, then a list would be helpful:

Will the Loyal Toast be proposed:

	Type of function:


	

	Venue: (if this is an hotel, please specify the room or suite)

 
	

	Time the function begins:


	Duties expected to be performed:

	Time Civic Heads should arrive:


	

	Approximate time of departure for Civic Heads:


	

	Precise type of dress (please indicate with an X):

Ladies:              Day dress

                          Hat

                          Short Cocktail Dress

                          Evening Dress (full length)

Gentlemen:       Lounge Suit
                          Hat

                          Dinner Jacket (black tie) 
	If appropriate, are refreshments provided?
For the Civic Heads:               Yes/No

Will the Lord Mayor of Bradford be present?

	Name of person who will receive the Civic Heads on arrival:

Names and status of person presiding at the function:
	Details of the person organising this event:

Name:

Address:

Tel: (Day)

Tel: (Evening)

Tel: (Mobile)

Fax:
Email Address:

	Is the Civic Head expected to make a speech?
(If so, please say on what subject and supply relevant background information)
Please continue on a separate sheet if necessary
	Any other information which might be useful (please continue on a separate sheet if required)
If the Press wish to publicise this event, may they be given your contact details?  Yes/No


Please complete this questionnaire and return by email, post or fax as soon as possible to:
The Town Clerk, Keighley Town Council, Town Hall, Bow Street, Keighley BD21 3PA

Tel: 01535 618252  Email: townclerk@keighley.gov.uk

