ADDITIONAL INFORMATION FOR THE LORD-LIEUTENANT
Please complete and return the form at preferably two weeks before the event
	Description of event 


	

	Date


	

	Venue.  Please include name of venue and full address, including postcode, and any special information necessary to find the location (for example, any known satnav issues that can cause difficulties).  Please also attach a location map.


	

	Official start time


	

	Arrival time for the Lord-Lieutenant


	

	Is the Lord-Lieutenant asked to wear uniform 

(for the Vice Lord-Lieutenant only)


	

	What is the dress code for the occasion (for both ladies and gentlemen) should uniform not be worn?


	

	Is the Lord-Lieutenant’s spouse invited?


	

	Contact name and telephone number for use on the day.  The telephone number should be monitored at least up to the time of the Lord-Lieutenant’s actual arrival, in case she is delayed en route.


	

	Exact arrival point.  This is particularly important if there is more than one entrance to a building or ground.


	

	Name and description/appointment of person greeting the Lord-Lieutenant.  This should be the host, as it would be in The King were attending.


	


	Where will the Lord-Lieutenant’s car parking space be (please provide exact location)?  It should be as near as possible to the venue; and precise details of how it is to be reserved should be provided.


	

	Will refreshments be provided, and, if so, of what type?


	

	Please list all official guests who will be introduced to the Lord-Lieutenant, with a brief description of their role and function, and any particular information which it would be helpful for the Lord-Lieutenant to know.


	

	Is the Lord-Lieutenant asked to perform any particular duties at the event (such as present an award)?


	

	Is the Lord-Lieutenant asked to give a speech?


	

	If the Lord-Lieutenant is asked to speak, for how long; and are there any topics she is asked to cover?


	

	How many people are expected to be present?  Please give a flavour of the make-up of those attending.


	

	Will there be a procession of dignitaries?  If so the Lord-Lieutenant should enter last, after all others processing have arrived at their places and should leave first.


	

	Will there be any form of fundraising during the event where it would be appropriate for the Lord-Lieutenant to participate or contribute?


	


*Organisations occasionally present flowers to the Lord-Lieutenant. While this is a very kind gesture, she would prefer that precious resources are saved for their own beneficiaries’ use.

