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Protocol - Issuing Event Invitations

INTRODUCTION
Throughout East Ayrshire Leisure we programme a large variety of events, activities and shows and there may be occasion when an official opening is taking place or you may wish to invite a range of special guests, Trustees or Councillors to your event. This Protocol has been developed to ensure that staff are aware of the correct procedure for issuing invitations.

1. Invitations for all events, activities or programmes which have to be issued to Trustees, Councillors and other special guests should be co-ordinated by Development Managers and then sent to the Corporate Admin email address: 
EALeisure-CorporateAdmin@eastayrshireleisure.com 

2. Please complete the Event Invitation Template and include as much information as possible; date, time, venue, a brief description of the event and accompanying photograph if you have one.   You should also indicate whether or not Trustees have to attend in an official capacity with a specific role to play, or if they are being invited to attend as a guest only. If there is an official role to be carried out, please provide as much detail as possible of the task they will be required to perform. Official duties should be carried out by our Chair, Depute Chair or another of our Trustees. You should also indicate if you would like a photographer be booked for the event, and this will be arranged through the Marketing & Development team.

3. Corporate Admin will pull the information together and issue the invitation using with the assistance of the Marketing & Development team if required. 

4. Invitations should be issued at least 2 weeks prior to the event to allow time to co-ordinate responses and to make any necessary arrangements. 

5. Corporate Admin will notify Development Managers of the final attendee list a few days prior to the event taking place.
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