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	Office of the Mayor
Oifig na Mhéara




NB: Dialog boxes expand as you enter text - include as much detail as you can
	Name of Organisation hosting event
	

	Details of Organisation
Incl President/ Chair of the organisation and committee members. Brief summary of organisation, its aims, achievements, objectives. Details of other events / functions, which were organised during the year. Number of members in organisation. 
	

	Type of event/ occasion being held
	

	Date and time of Event
	

	Location of event including Eircode
	

	Number of people attending event
Please describe the expected audience e.g. Adults/ children or both
	

	Details of the event
Please include information about the event, subject of meeting/ reason for the function
	

	Mayor’s Arrival Time
Is the Mayor’s presence essential at the scheduled commencement time?
	

	Length of Time Mayor will be at event
	

	Name of person greeting the Mayor
	

	Contact Telephone No.
	

	Speech Required
Microphone provided
Fixed or handheld microphone
Estimated length of speech
	Yes 			No 
Yes 			No 

	If there is no speech required, what is the Mayor’s function/ role at event 
e.g. Launch/ unveiling a plaque/ participate/ other
	

	If a speech is required please provide detailed relevant information including suggested topics to be covered and relevant data/statistics 
	

	Provide names of people you would like the Mayor to mention in the speech and reason why they are outstanding
	

	Is parking provided? 
Details required, convenient parking space should be reserved beforehand, by the host. The Mayor should be escorted to the function and not left in a queue  
At the end of the event The Mayor should be escorted to her/his car by the host or their representative.
	Yes 			No 

	Dress code required
Chains of Office required
Mayoral Robes required
	Black Tie 	Formal 	Informal 
Yes 			No 
Yes 			No 

	Has the media been notified?
If the hosting organisation is issuing a Press Release, please forward a copy to The Mayor’s Office. The Mayor will be happy to supply a quote to be included.
The Mayor’s Office will need to be informed of all media engagement including Social Media.
 Do you intend to publish / invite/ issue a Press Release?
Will you have a private photographer?
Please provide details 
	Yes 			No 





Yes 			No 

Yes 			No 



	If the Mayor is not available would you like a Councillor to attend on the Mayor’s behalf
	Yes 			No 


	Is the Mayor’s partner invited
	Yes 			No 



	What is the planned order of events
Please include the names and the order of other speakers as well as timetable and running order
	

	List the names of persons the Mayor should meet on the occasion
	

	Please give some background on any local issues that might be brought to the Mayors attention during the visit.
	

	Please supply details of Wi-Fi network available at the event including network names, log-in and password 
	

	For functions or meetings of any kind, the Mayor should receive well in advance a list of people in attendance e.g. The President, An Taoiseach or other dignitaries. 
	

	When this Protocol form is received, the Mayor’s attendance will then be confirmed in conjunction with the diary.
	





Standard Protocol for Mayoral attendance:
· In spoken introductions to other the Mayor is referred to as “The Mayor of Limerick, John Moran”.
· When attending an exhibition, the Mayor should be escorted through the exhibition.
· When on a platform the Mayor should be seated on the immediate right of the presiding chairperson. The Mayor’s partner or other Senior Council representative should be placed close by.
· The Mayor as first citizen of the County takes precedence over all other dignitaries except The President of Ireland, at any function.
· If speeches are being made, the introductions at the commencement of the speaker’s remarks put the Mayor first. Save for the Host’s introduction, it is normal for the Mayor to be the first speaker or associated with the first toast.





Please return completed form to Office of the Mayor, Limerick City and County Council, Merchant’s Quay Limerick V94 EH90 | 061 557334 | mayor@limerick.ie no later than 7 days prior to the event.

Thank you for your time in completing this form and we wish you every success with your event.
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