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Engagement Form for HM Lord-Lieutenant of Leicestershire

Mr Mike Kapur OBE

We kindly ask that organisations give the Lord-Lieutenant at least 6 weeks’ notice to attend an event. If you have any queries, please do not hesitate to contact the Lieutenancy Office
Section 1: Your Details

	Name
	

	Role
	

	Telephone Number
	

	Email Address
	


Section 2: Event Details
	Event Title
	

	Date of Event
	

	Event Timings
	Arrival
	
	Start
	
	End
	

	Venue Name and Address
	

	Name and Title of Host
Please ensure that the host receives a copy of the guidance for hosting the Lord-Lieutenant ahead of the event.
	

	Emergency Tel Name and No.
	

	Is the invitation also extended to Mrs Kapur?


	YES     /    NO

	Precise Arrival Point for the Lord-Lieutenant


	

	Car Parking Arrangements

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


Section 3: Key Information for HM Lord-Lieutenant of Leicestershire

Please provide as much information as possible in this section to allow the Lieutenancy Office to fully brief the Lord-Lieutenant. 

	Description/Purpose of Event


	

	Is the Lord-Lieutenant to be the Guest of Honour at this event?
	YES     /    NO

	Dress code 

eg Uniform/Dinner Jacket/Black Tie/Lounge Suit/Morning Suit/Smart Casual/Outdoor
	

	Name and title of person who will receive the Lord-Lieutenant on arrival and accompany him during the event.
Please ensure that this person receives a copy of the guidance for hosting the Lord-Lieutenant ahead of the event.
	

	Please indicate if other civic dignitaries will be present and please list them
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
	

	Please explain the role that you would like the Lord-Lieutenant to play in this event. For example, you may wish for him to give a speech, present and award or propose a toast.

If a speech is required, please provide the office with relevant briefing materials to allow a speech to be drafted

	

	If you would like the Lord-Lieutenant to speak, and it is appropriate for your event, please give an outline of the equipment which will be provided for the Lord-Lieutenant (e.g.: lectern, microphone etc).

	

	Any other relevant information regarding your organisation or the event that you wish to be included in the Lord-Lieutenants briefing


	


Many thanks for completing this form.  Please return as soon as possible by email, or post.

	Lieutenancy Office
County Hall, Glenfield

Leicester

LE3 8RA
	telephone :

email : 
	0116 305 6002
lieutenancyoffice@leics.gov.uk
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General Data Protection Regulations
By completing and returning this form you are confirming that you are consenting to the Leicestershire County Council Member and Civic Support Office holding and processing your personal data. 
This data will only be stored and processed for the purpose of informing the Lord-Lieutenant, Deputy Lieutenant or Chairman 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 Leicestershire County Council Member and Civic Support Office.  You can find out more about how we use your data from our “Fair Processing Note” which is available from our website.

