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   MAYOR EVENT FORM

It would be appreciated if you could kindly complete the relevant sections of this form to assist the Mayor in making arrangements to attend your event.
Please complete this event sheet in black ink and block capitals or electronically.
	EVENT DETAILS

	Name of Organisation
	

	Name and nature of the event
	

	Address of where the event is to be held 

(please include the postcode)
	

	Date of event
	

	Start time of event
	

	Time Mayor should arrive
	

	Finish time of event
	

	Name of person organising and presiding over the event
	

	Telephone number
	

	Email address
	

	Will there be reserved parking? 

If so, please provide location details 
	


	MAYOR SPECIFIC DETAILS

	Who will meet the Mayor on arrival and where?
	

	Does the invitation include the Mayor’s spouse or guest?                                       
	

	Does the Mayor have permission to wear the Chain of Office?
	

	Details of dress to be worn for this occasion
	

	Will refreshments be available?
(please give details if appropriate)
	

	Is the Mayor required to speak?
	

	Short particulars or details, which will be of assistance in the preparation of the Mayor’s speech
	

	Any further information you would wish the Mayor to know about your organisation 
	

	Would you like to donate to the Mayor’s charity?
	If yes, please make cheques payable to: ‘BSTC Mayor’s Charity Appeal’


	PLEASE RETURN THE COMPLETED FORM TO

	Sim Richardson
Bishop’s Stortford Town Council

The Old Monastery

Windhill

Bishop’s Stortford

Hertfordshire

CM23 2ND

	Should you have any questions, please do not hesitate to contact Maria on:

Telephone:    01279 712142
Email:        
 sim.richardson@bishopsstortfordtc.gov.uk

	You may be aware that the General Data Protection regulations, which come into force in May 2018, will strengthen the protection given to individuals’ personal data under the Data Protection Act 1998.  If you give your consent above your details may be held for up to two years but we reserve the right to destroy them earlier should we consider this appropriate or immediately upon specific request.  We do not process data outside the EU, but please note that this data may reside or pass outside the EU in the course of transmission (e.g. via email). You can find out more about how we use your data from our “Privacy Policy”, which is available from our website or from the Town Council Office. 


	GENERAL DATA PROTECTION REGULATIONS

	Your privacy is important to us. We are requesting your consent to retain the details you have provided for the event specified and for future Mayoral events. 
We may pass these details onto Members of Bishop’s Stortford Town Council as necessary in order to fulfil their duties as Councillors, but will not share them with others.

You can withdraw or change your consent at any time by contacting the Council Office.

Please confirm and sign your consent for us to use the contact information you have provided 
to us. 


	(    We may retain the details you have provided for the event specified and contact you by telephone and email

	(
We may use these details to contact you to keep you informed about future Mayoral events

(  by telephone

(  by email


	Signed:
	Date:
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