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Her Honour the Honourable Sally Thomas AM
Administrator of the Northern Territory, 

and Mr Duncan McNeill, 
To attend (Function Name)
(Day Date Month Year)

	Precisely, where should Her Honour and 
Mr McNeill arrive?

NB: Her Honour should be met as she alights from her vehicle. Refer to ‘Arrival’ on the attached Protocol Advisory Sheet.
	

	Time of arrival?
	

	Who will greet Her Honour and 
Mr McNeill on arrival?
	

	Dress for the occasion?
If decorations are to be worn this should be specified.
	 FORMCHECKBOX 

Smart Casual

 FORMCHECKBOX 

Territory Rig

 FORMCHECKBOX 

Territory Formal

 FORMCHECKBOX 

Black Tie
 FORMCHECKBOX 

Type of Decoration .………………………………………..

	What will the hosts be wearing?
	

	What involvement does Her Honour have?
	

	Please indicate whether Her Honour will be asked to make any presentations, announcements, speeches etc

As a rule the Administrator will speak at a function by prior agreement only and short notice requests will normally not be accepted.
	


	Are you expecting media at this event?

It is usual practice for an organisation which plans to issue a media statement referring to the Administrator to provide a copy in advance to this office to ensure protocol has been followed correctly.
	

	How many people are you expecting 

at this event?
	

	At what time will Her Honour and 

Mr McNeill be free to leave?
	

	Please indicate the names and appointments of any VIPS who will attend:
	NAME

POSITION

Example Only: 

The Honourable Paul Henderson MLA
Chief Minister of the Northern Territory


	Please list the key people from your organisation that Her Honour and

Mr McNeill will meet:
	NAME

POSITION



	If this is a seated event please indicate who Her Honour and Mr McNeill will be seated with:
	

	An emergency mobile contact 

name and number on the day?

NB: If possible this should be the phone number of the person meeting Her Honour on arrival.
	

	If applicable what will adverse weather arrangements be?
	

	Do you have any additional relevant information that might assist in our planning?
	


	Please provide running sheet with full order of proceedings.

Example only 

9.30 am
Her Honour and Mr McNeill arrive

9.32 am
Her Honour and Mr McNeill are escorted into the function room

9.35 am
Her Honour is announced and seated

9.36 am
Official proceedings begin (an outline of the full order of proceedings must be provided)

10.30 am
Her Honour and Mr McNeill depart




PLEASE ENSURE THAT YOU SUBMIT A COPY OF THE EVENTS RUNNING PROGRAM A MINIMUM OF TWO WORKING DAYS PRIOR TO YOUR EVENT
If you require any further information, including Her Honour’s biographical notes, details can be
found on our website www.nt.gov.au/administrator

















Kelly Petersen
Executive Secretary
p ... <+61> 8 8999 5565 / 0401 115 565
f  ... <+61> 8 8999 5521 
e ... kelly.petersen@nt.gov.au
w ... www.nt.gov.au/administrator
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