PROCLAMATION WRITING 101
Draft responses to these questions/statements on a blank page, or handwrite them.  IMPORTANT:  Be certain that any dates and names are correct and the spelling of names is correct.  The Clerk’s Office will amend grammatical errors or common typos, but will NOT change dates, names, sequence numbers (8th Annual), etc. Use only the most important facts, figures, etc. that highlight the person or activity.  A proclamation spotlights the event or individual—it is not a biography.  Additional facts or comments can be made after the proclamation is presented. Proclamations are limited to 400 words and five whereas clauses.  

What event is being recognized?

     
What is the date, week, or month of the event?

     
· On a blank page or sheet of paper, compose several statements/phrases regarding the recognition;
· Combine, refine, and edit the statements;
· Select 3-5  non-repetitive statements that best describe the event, organization, or individual;
· Rearrange in some order (chronological, order of importance, etc.)

· Enter the statements into the WHEREAS clauses of the proclamation form;
· Write the date (or date range);

· In the center block of large type, enter the title of the event, recognition or name; 
· Enter the request, activity, or action the Mayor should ask our citizens to participate in, be reminded of, support, etc.

Questions?

Contact Nikita Scruggs
City Clerk’s Office

352-334-5015
scruggsnj@cityofgainesville.org 

Compose statements on page two.  When you have the final selection arranged, copy them to the proclamation template on page three.

1.
     
2.
     
3.
     
4.
     
5.
     
City of Gainesville, Florida
Office of the Mayor 
PROCLAMATION
WHEREAS, 
WHEREAS, 
WHEREAS, 
WHEREAS, 
WHEREAS, 
NOW, THEREFORE, I, Harvey L. Ward, Jr., by the authority vested in me as Mayor of the City of Gainesville, do hereby proclaim 

in the City of Gainesville and invite all our citizens to join me 
Rev. 11/24/2024
City Clerk’s Office/SRY

