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REQUEST FOR ATTENDANCE BY THE MAYOR/DEPUTY MAYOR AT YOUR EVENT


Please complete and return at least 2 weeks prior to event/meeting to  mayorinvite@ccc.govt.nz

	EVENT DETAILS

	Name of Event
	

	Organisation
	

	Day and Date of  Event
	

	Mayor’s Attendance (Time Mayor is required to arrive and depart)
	From:                                      
	To:

	Mayor’s Role At Event (eg: Keynote Speaker, cutting ribbon, handing out awards, guest only)
	


	CONTACT / VENUE DETAILS

	Contact Person Prior to Event
	N  Name:                                      
	N  Phone:

	Contact Person on Day
	Name:
	Phone:

	Who Will Meet the Mayor Upon Arrival?
	Name:
	Phone:

	Where Will Mayor Be Met at Venue?
	

	 Event Venue Address
	

	Parking Instructions
	


	ATTENDANCE DETAILS

	Expected Attendance Number (Please attach attendance list separately if available)
	

	Media Presence
	Yes / No  (If yes, please provide details)




	SPEECH DETAILS

	Purpose of Speech (eg: Welcome, Keynote Address, Award Ceremony)
	

	Length of Speech
	

	Who should the Mayor acknowledge?
	

	Speech Content (eg: Key messages, history and future of the event, topics you would like covered etc)


	

	Equipment Available
	Lectern:        

 Yes / No
	Power Point Facilities:                                                    

                             Yes / No                                                                                                
	Microphone:  

Yes / No        


	Mic Type:                     

Hand-held /  Fixed                        


	BACKGROUND INFORMATION

	Event Summary


	

	Programme of Events

(Please attach Run Sheet separately if available)
	

	Other Dignitaries Attending/Speaking
	

	Dress Code
	


Please note:

· The Mayor’s formal title is Hon. Lianne Dalziel Mayor of Christchurch.  She is very comfortable being addressed formally as ‘the Mayor’, and informally as Lianne.

· The Mayor may be accompanied to your event by a Mayoral Office staff member. Details will be provided prior to the event.
· Due to the nature of the Mayor’s commitments, there may be occasions when cancellations for  attendance at events, may need to occur at late notice.
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