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Policy: 
 
1. All invitations to the Mayor and Council will be directed to the Executive Assistant. 
 
2. The Executive Assistant will forward all invitations received and directed to Mayor and 

Council to Council.. 
 
3. For those events where a Council presence is mandatory – as determined in consultation 

with the Mayor, the Executive Assistant will ask for councillors to respond direct to 
her/him, and will follow up to ensure at least one member of Council will be present for the 
event.  

 
4. For those events where a speaker is requested and the Mayor is unable to attend, the 

Executive Assistant will contact the Deputy Mayor.  If the Deputy Mayor is also 
unavailable the Executive Assistant will consult with the Mayor to try and secure a member 
of Council to attend and speak at the event. 

 
5. The Executive Assistant will confirm attendance and expectations with the event organizer 

and will ensure attendees have all the necessary information, speech requirements, etc. 
before the event. 

 
6. The Mayor or member of Council attending the event may choose to report on their 

attendance to Council at the next regular Council meeting.   
 
Rationale: 

To establish a consistent approach to invitations sent to Mayor and Council.  It is necessary to 
make sure the proper follow up is done in order to ensure a council representative and/or a 
speaker is in attendance for those functions that request or require one.   


