	     Please complete and return this section to the Chairman’s

     Secretary, South Staffordshire Council, Council Offices,

     Codsall, South Staffordshire, WV8 1PX or email: l.richards@sstaffs.gov.uk


	1. Name of Organisation:



	2. Function and Background Information:

 

	3. Place where function is to be held:

(Full Address)



	4. Date of Function:

  

	     5.     Function commences at                        a.m./p.m.



	    6.     Time Chairman should arrive               a.m./p.m.



	    7.      Function finishes at                              a.m./p.m.



	    8.      Do you wish the Chairman’s Consort to attend           YES/NO

	9.   Please give details of Dress:

Men                                                Women

Black Tie                                         Day Dress

Lounge Suit                                     Evening Dress – Long/short

                                                         Hat
Badge of Office                               Badge of Office   

Chain of Office     YES/NO           Chain of Office    YES/NO

*Please tick

	    10.    Name of Person(s) and position who will meet Chairman on arrival: 



	     11.     Name(s) and position of other important guests the Chairman

  will be introduced to:



	12.   Will the Chairman be required to perform any presentations,

  Speeches, toasts or vote of thanks?  If so, please give details.



	13.   What car parking facilities are available for the 

  Chairman’s car?



	14.   Will refreshments be served during the event?  If so, 

  Please give details.



	15.   What facilities will be made available for the Chairman’s

  Chauffeur?



	16.   Any additional information?



	     17.      Signed:    …………………………………………………………………

                Address:  …………………………………………………………………

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

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

                Tel. No.   …………………………………………………………………

                Email:      ………………………………………………………………… 



