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Mayor’s Invitation Form
Ffurflen Gwadd y Maer
Please complete all sections of this form and return it to mayors.office@newport.gov.uk 
at least 3 weeks before your event.
Cwblhewch bob adran o’r ffurflen hon a’i dychwelyd i mayors.office@newport.gov.uk 
o leiaf 3 wythnos cyn eich digwyddiad.
	Invitation Details / Manylion y Gwahoddiad

	Event title /
Teitl y Digwyddiad:
	

	Date / Dyddiad:

	

	Venue / Lleoliad:

	

	Start time / 
Amser Dechrau:
	
	Mayor should arrive at / Dylai'r Maer gyrraedd am:
	

	End time /
Amser gorffen:
	
	Mayor free to leave at /
Gall y Maer adael am:
	

	Can the Mayor bring a guest?  (this will usually be the Mayoress or Consort)
All y Maer ddod â gwestai?  (fel arfer y Faeres neu Gonsort)
	Yes / Gall 
	No / Na all

	
	
	

	Organiser’s Details / Manylion Trefnydd

	Organisation / Sefydliad:

	

	Contact person  
Person Cyswllt:
	

	Telephone / Rhif Ffôn:


	

	Email / E-bost:
	

	Person who will greet the Mayoral party on arrival / Person a fydd yn cyfarch parti’r Maer wrth gyrraedd :
	

	Emergency contact number on the day /
Rhif cyswllt brys ar y diwrnod:
	


	Mayor’s Role at the Event

	What would you like the Mayor to do? /
Beth hoffech i’r Maer ei wneud?
It is important to remember that when you invite the Mayor to attend an event, he has a role to perform and there is a purpose to his visit.

Please provide a brief outline of your event and the Mayor’s role (e.g. open the event, present awards, attend as a guest etc).  

Please also attached any relevant information such as details of your organisation, biographies, programmes etc.  

Mae’n bwysig i chi gofio pan fyddwch yn gwadd y Maer i ddigwyddiad fod ganddo rôl i’w chyflawni a bod diben i’r ymweliad.
Rhowch amlinelliad cryno o’ch digwyddiad a rôl y Maer (e.e. agor digwyddiad, cyflwyno gwobrau, mynychu fel gwestai ac ati).  

Nodwch hefyd unrhyw wybodaeth berthnasol fel manylion eich sefydliad, bywgraffiadau, rhaglenni ac ati.
	

	Would you like the Mayor to make a speech?
Ydych chi am i’r Maer wneud araith?
	Yes / 
Ydyn
	
	No / 
Nac ydyn
	

	If yes, please provide details of what you would like the Mayor to cover in the speech.
Os ydych, rhowch fanylion am yr hyn y dylai’r Maer ei drafod yn ei araith:

	

	Are any other VIPs attending the event? / 

A oed VIPs eraill yn dod i’r digwyddiad?  
Please provide names as well as details of their role in the event / Rhowch enwau a manylion eu rôl yn y digwyddiad.

	

	Have any other Newport City Council representatives been invited to the event?  

Ydy unrhyw un o gynrychiolwyr eraill Cyngor Dinas Casnewydd wedi'u gwadd i’r digwyddiad?

	

	Further Details / Rhagor o Fanylion

	Will refreshments be served? /
A fydd lluniaeth ar gael?           
If yes please provide more details – (e.g. Tea/Coffee, Buffet, Lunch)

Os bydd rhowch fanylion – 
(e.e. Te/Coffa, Bwffe, Cinio)
	Yes / No
Bydd / Na fydd


	Please indicate where the Mayor’s car may be parked for the duration of the visit / 
Nodwch lle gellir parcio car y Maer yn ystod yr ymweliad
	

	Mayor Dress Requirements / 
Gofynion Gwisg i’r Maer:
(please delete as appropriate /  (dileer fel y bo’n briodol)
	INFORMAL / ANFFURFIOL 
FORMAL (i.e. suit and tie / dress) / FFURFIOL (h.y. siwt a thei)
EVENING (i.e. black tie dinner suit / cocktail dress) /
GYDA’R NOS (h.y. siwt giniawa tei du / gwisg coctel)

	Do you require the Mayor to wear his Chains of office? /
Oes gofyniad i’r Maer wisgo Cadwyni ei swydd?
Note: Robes are usually worn for ceremonial occasions only 
Nodwch: Fel arfer caiff gynau eu gwisgo mewn digwyddiadau seremonïol yn unig
	Yes / Os
	No / Nac oes

	
	
	

	Is there anything else we need to know?  If so, please provide details here / 
Oes unrhyw beth arall sydd angen i ni ei wybod?  Os oes, rhowch fanylion.



	OFFICE USE ONLY
	Accepted / Declined / Delegated

	If accepted / delegated:
	Event Number:
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