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SOUTH AYRSHIRE COUNCIL

CIVIC ENGAGEMENT FORM

	Name of Organisation:
	

	Name of Event:
	

	Date of Event:
	

	Location:
	

	Name of host(ess):
	

	Attendance required by:
 (please tick)
	Provost Only    

Provost & Guest

	Form of dress:

(please tick)
	Formal (Black Tie)

Informal

Casual


	Time at which Provost should arrive:
	

	Time event starts:
	

	Estimated finishing time:
	

	Location of parking facilities:
	

	Is the Provost invited to undertake any duties e.g. open the event, give a speech, present prizes etc? Please provide full details - (If a speech is required please complete the details below)



	Who will meet Provost on arrival, make introductions and act as escort?
	

	Please give name of any special guests who will be introduced to Provost:
	

	List names of any other South Ayrshire Council guests of MPs, MSPs, Ministers etc invited to attend: (e.g local Councillors, Council Leader, Chief Executive)

	

	Will refreshments be provided:
e.g Dinner, Lunch, Buffet, Coffee

	

	For formal dinner please list table guests who will be seated with Provost:
	

	Is the event indoors or outdoors? 


	

	Please provide any other information you feel may be useful:
	

	Please provide name, address, telephone number and designation of person organising this event:
	

	Photographs.  Please note that any photographs taken will be used by the Council’s Communications and passed to the local press.  It is the responsibility of the event organiser to ensure that those in attendance has given permission for their photo to be used.
	

	A Mobile number must be provided for contact person who will be in attendance on the day

	Name:
	

	Mobile number:
	


FURTHER INFORMATION REQUIRED IF REQUESTING PROVOST TO MAKE A SPEECH

Please only complete this section if you require Provost to make a speech.  Please as much detail as possible.

	Approx audience size
	

	Key guests/VIPs in audience
	

	Has Provost attended any of your organisation/company’s previous events – 

If yes, please list with dates
	

	Details of any other speakers and order of speakers (copy of draft programme if possible)
	

	Topic or purpose of speech for example to present an award; offer congratulations; provide a welcome; offer a toast etc.
	

	Approx length of time for speech
	

	Where will speech be made: for example on stage; at lecturn; from floor; at dinner seat etc.
	

	Who will introduce Provost to Speak
	

	List anything you particularly require Provost to make reference to in his speech:
	

	Details of any gifts to be presented during speech:
	


















