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Young Mayor Attendance Request Form

Please complete this form, providing as much information as possible.
	The Event

	Event name


	

	Date

	
	Start & end time
	

	Venue – give full address incl. details of rooms, postcode etc.
	

	What is the purpose of the event?
	

	Who has been invited? – describe the audience, guests and estimate numbers
	

	Please provide details of any photo/publicity opportunities
	

	Please give details of the event programme – scheduled agenda
	

	Transport arrangements– car parking/bus/tube connections
	

	Contact name on the day
	
	Contact number on the day
	

	

	Your details

	Organisation name


	

	Contact name
	

	Telephone
	

	Email
	

	Background information about your organisation i.e. history, purpose
	


	The Young Mayor’s role at the event

	Arrival time
	
	Departure time
	

	What do you expect the Young Mayor to do? – i.e. speech, presentation, discussion, walkabout, prize giving (include timings)
	

	Provide an outline of the main issues you wish the Young Mayor to address
	

	Suggested remarks


	

	Do you require any other information from the Young Mayor prior to the event? – i.e. photo/biography
	

	For more information visit the Young Mayor website:

http://www.newham.gov.uk/youngmayor


	Please return the completed form by email to: youngmayor@newham.gov.uk
Alternatively you can post it to: c/o Office of Sir Robin Wales, Mayor of Newham, Newham Dockside, 1000 Dockside Road, London, E16 2QU

	

	For Office Use Only – Visit Programme

	Time
	Activity/action
	Notes

	
	
	

	
	
	

	
	
	

	Community Lead Councillor
	
	

	Attendees


	

	Key messages


	

	Supporting Officers & contact details
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