[image: image1.jpg]Causeway
Coast & Glens
Borough Council

(G





Mayor’s Request for Attendance Form, 2026/2027
Mayor: 
Councillor Dawn Huggins

Consort:
Mr Shaun Huggins 
Deputy Mayor: Councillor Sandra Hunter
If you would like the presence of the Mayor at your event, please complete this form and return it as soon as possible, and at least 7 days before your event, to:  Mayor’s Office, Causeway Coast and Glens Borough Council, Civic Headquarters, 66 Portstewart Road, Coleraine BT52 1EY or by email to mayorsoffice@causewaycoastandglens.gov.uk
Please do not hesitate to contact the Mayor’s Office on 028 7034 7010 for further assistance
Please complete as comprehensively as possible.

	Name and address of your organisation
	

	Name of the organiser
	

	Contact telephone number of organiser 
	Day
	Evening

	Contact number for any queries on the day
	

	Email address of the organiser
	

	Day and date of the event
	

	Name of event and details, including a programme, if available.
	

	Address of venue for event 
(please include Sat Nav postcode and map if possible) 


	

	Will there be reserved parking/parking on site?  If not, please provide details of nearest car park with full postcode
	

	What time does the event start?
	
	What time is the event expected to end?
	
	At what time would it be appropriate for the Mayor to take their leave? (if different)
	

	Timings will be confirmed by The Mayor’s Office


	Name, designation and mobile number of the person(s) greeting the Mayor on arrival?


	


	Has a photographer been booked and, if so, what time will photographs be taken?
	

	Name of any VIPs or guests who will make a speech
	

	Do you require the Mayor to say a few words? 
Examples – such as opening a building, promoting an organisation/policy, presenting certificates
	

	Information that will assist the Mayor in compiling his remarks would be welcome eg aims of Organisation, brief history and any particular achievements and objectives for the year (continue on separate sheet, if necessary)

	

	For Council Events Only: If a speech is required, please provide it at least one week in advance


	Please indicate the dress which would be most appropriate for the occasion:

	Ladies
	Please Tick
	Gentlemen
	Please Tick

	Cocktail dress
	
	Black Tie / Dinner Jacket
	

	Long/Short Evening Dress / Evening Separates
	
	White Tie
	

	Day Dress
	
	Lounge Suit
	

	Informal
	
	Informal
	

	For Council events only:

	Have refreshments been organised?
	
	What time will they be served?
	

	Thank you




How Your Invitation is Dealt With
All invitations received by phone, email, letter are shown to the Mayor during a diary meeting, and if the Mayor is available to attend your event an acceptance letter or email will be sent. In the event that the Mayor is unable to attend your event but they feel that it is one at which they should be represented, you may be asked if it would be acceptable to you for the Deputy Mayor to attend.
What Happens on the Day of Your Event?
On the day of your event the Mayor will arrive at the time you stated on the Booking Form.   It is helpful if a parking space can be reserved for the Mayor. Please give some thought to what you wish to achieve by having the Mayor at your function and what you would like the Mayor to do. Please also bear in mind that the Mayor often has several civic engagements following throughout the day and will need to leave your event on time in order to maintain his schedule.  
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