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Lieutenancy Engagement Form


	Name of Event
	

	Is the Lord-Lieutenant to be the Guest of Honour at this event?
	

	Name of organisation
	

	Day and Date
	

	Start and finish times

Please note that Lieutenancy Representative can attend for time stated only.
	

	Name of person hosting the event

Please ensure that the host receives a copy of the guidance for hosting the Lord-Lieutenant or his representative, ahead of the event.
	

	Name, email, and telephone number for event organiser (including mobile number for the event day)
	




	Is the invitation also extended to a guest or spouse?
	

	If yes, who will be hosting guest or spouse?
	

	Nature of event (brief outline please)


	





	Full address of location including postcode
	





	Map of location attached?
	

	Car parking arrangements?
The Lord-Lieutenant will kindly require a reserved parking space.
	

	What is the nature of the duty, e.g., attendance only, open the event, present an award?
	



	Will a speech be required – even if just a few words?   If so, please include some specific, non-political points for consideration.
	




	Itinerary (please detail here or attach an itinerary)
	




	Dress e.g., Uniform, Lounge Suit, Black Tie
	

	Will ladies be required to wear a hat?
	

	Will there be any official photos taken at the event? If so, can the Lieutenancy use them on their Twitter/website?
	

	Will any other Civic Head or Dignitary be present?

If there is to be a procession, please note that the Lord-Lieutenant should enter last and leave first -please provide a procession and seating plan if possible
	

	Arrangements for refreshments (e.g., coffee/canapés/seated dining)
	

	Please sign and date form confirming that you have read and are able to adhere to the protocol 
	Signed

Date



General Data Protection Regulations

By completing and returning this form you are confirming that you are consenting to West Northamptonshire Council, and specifically the Lieutenancy Office holding and processing your personal data. 
This data will only be stored and processed for the purpose of informing the Lord-Lieutenant, Vice Lord-Lieutenant, and Deputy Lieutenants about the event. The office may contact you if they have any further queries about the event. The information will not be used for any other purposes and will be retained for a period of five years. 
You are free to withdraw your consent at any time and can do so by contacting the Lieutenancy Office by e-mail, Lord-Lieutenant@westnorthants.gov.uk  You can find out more about how we use your data from West Northamptonshire Council Website – link below.
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