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	BOROUGH OF ROSSENDALE
Request for Attendance 2025/2026

	Please complete in full and then return to Stephanie Carroll, Civic Services Officer,
Rossendale Borough Council, Futures Park, Bacup, Rossendale, OL13 0BB.

	REQUEST FOR THE ATTENDANCE OF *
	
	THE MAYOR ONLY

	
	
	THE MAYOR & MAYORESS/GUEST

	

	

	
	
	
	

	1.
	Date of function
	
	

	
	
	
	

	2.
	Name of Organisation
	
	

	
	
	
	

	3.
	Full address of venue
	
	

	
	
	
	

	4.
	What time should the mayoral party arrive?
	
	

	
	
	
	

	
	Time of Commencement of the event
(if different from the above)
	
	

	
	
	
	

	
	Name of person who will greet the mayoral party on arrival
	
	

	
	
	
	

	
	How long would you like the mayoral party to stay?  It is important that you state an approximate time of departure.
	
	

	
	
	
	

	
	
	
	

	5.
	Brief description of the event/function.  Please provide more in-depth information at section 12.
	
	

	
	
	
	

	6.
	Will the mayoral party be offered refreshments?
	YES/NO*
	
	Please give details: 
	

	
	
	
	

	
	Will the Mayor’s Attendant be offered refreshments?
	YES/NO*
	
	Please give details: 
	

	
	
	
	

	7.
	Will the event be held*
	Indoors  
	
	Outdoors  
	
	

	
	
	
	
	

	8.
	Dress code*
	
	
	
	
	

	
	
	
	
	

	
	Informal / Day Dress
	
	Lounge Suit
	
	Dinner Jacket
	
	
	
	

	
	
	
	
	

	
	Would you like the mayoral party to wear their chains of office?*
	

	
	
	
	
	
	
	
	

	
	
	Yes
	
	
	No
	
	
	

	9.
	Please give details of suitable parking facilities for the Mayor’s official car, a space must be reserved near to the entrance.  This is important as the Mayor’s Attendant is also their chauffeur.
	
	

	
	
	
	
	

	10.
	Please indicate which duty the Mayor is required to carry out.  It is essential that there is some specific purpose for the Mayor’s attendance. *
	A. Open the function.
	
	

	
	
	B. Words of welcome.
	
	

	
	
	C. Make a Speech
	
	

	
	(Please give supporting information
	D. Closing remarks/thanks
	
	

	
	below at section 12 and attach any 
	E. Propose a toast.
	
	

	
	relevant documentation)
	F. Reply to a toast.
	
	

	
	
	G. Make a presentation
	
	

	
	
	
	
	

	
	
	Other – please give details:
	

	
	
	
	

	11.
	Name of Charity which will benefit

(if applicable)
	
	

	
	
	
	

	12.
	Please provide background information regarding the event/function.  This information is essential to allow the Mayor to be fully briefed as to the purpose of their visit.  If you are completing this form on behalf of an organisation, please also provide background information regarding that organisation.
(Please give as much information as possible, continue on a separate sheet if necessary)
	
	

	

	
	(If the Mayor is likely to require fuller details regarding this function, please supply these a week or so beforehand).
	

	

	13.
	Will any other Civic dignitaries be present at the function? i.e. Mayors of other boroughs, MPs, Lord Lieutenant etc..
	
	

	
	
	
	

	14.
	Name and address of person to whom any enquiries regarding this form are to be forwarded (please also include an email address if possible)
	
	

	
	Contact telephone number/s:
	
	

	I have read the notes of guidance and will take responsibility for ensuring that the correct procedures are in place for the Mayor’s attendance at this event:

	
	Signature :
	
	

	
	Date :
	
	


* Please tick appropriate box or delete as appropriate






P.T.O.

