BANBURY TOWN COUNCIL

TOWN MAYOR OF BANBURY

Particulars returned from:-

Name  …………………………………………
Telephone no.  …………………………...

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

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

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

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

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

Day …………………………………………..
Date  ……………………………………….

Time Town Mayor should arrive (please see note 1 attached)  …………………………….

The Town Mayor will possibly be accompanied by 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)
Day Dress

(b)
Casual 


(b)
Cocktail dress


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





      Ladies - long/short dress
Time function to start  ……………………………………………………………………………

Name of person who will receive the Town Mayor …………………………………………..

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

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.)

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

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

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

Would you like the Town Mayor to make a speech/propose or reply to a toast?   (please see note 2 attached)

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

Information which will be of assistance to the Town Mayor in preparation of her remarks.    (Please see note 2 attached)

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

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

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

Names of persons to whom reference should be made (if any) by the Town Mayor and the reason.

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

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

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

The Town Mayor will usually drive herself to local events, therefore please make sure the person allocated to receive her is around.    For distant events the Town Mayor may be presented by the official Town Mayor’s Driver, who will then leave the event, unless the Town Mayor or the host wishes to make alternative arrangements.  
……………………………………………………………………………………………………...

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

What car parking facilities are available for the Town Mayor’s car?  

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

Please state time of conclusion of function so that arrangements can be made for the Mayoral car to return to collect the Town Mayor, if appropriate.

   ……………………………………………………………………………………………………..
Signature ………………………………………………. Date …………………………………

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

When complete please return to:-

Tricia Campbell, Civic Officer,
Banbury Town Council,

The Town Hall, Bridge Street, 

Banbury, OX16 5QB.

Tel. No:  01295 250340/817312
Fax No:  01295 250820

Email: tricia.campbell@banbury.gov.uk 

