PROCLAMATION WRITING 101
Use this guide to create a draft proclamation or special recognition. Ensure that names, organizations and dates are accurate and spelled correctly. The Clerk’s Office will edit grammatical errors or common typos, but will NOT verify the accuracy of dates, names, sequence numbers (e.g., 8th Annual). 
A proclamation should highlight an event or individual—it is not a biography.  Include only the most important facts, figures, etc. about the person or activity being honored.  Additional comments or information can be shared after the proclamation is presented.  

Proclamation/Recognition Date & Title
What event, activity, individual or organization is being recognized?

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

     
Proclamation/Recognition Content

· Brainstorm a list of several statements/phrases that describe or highlight aspects of the recognition.

· Use the blank template on page two (below) to compose several non-repetitive statements that best describe the event, organization or individual. 
· Combine, refine and edit the statements. Rearrange in key order (chronological, order of importance, etc.).
· Enter the statements into the WHEREAS clauses of the proclamation form on page 3. 
· Insert 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 City citizens to participate in, remember, support, etc.
· Be aware that the textboxes provided on page three have a character limit for the “Whereas” statements. If you write beyond the word count, the Office of the City Clerk will use its discretion to trim down each statement

· There is a 400 word limit to the proclamation.

· There is a maximum of 5 “Whereas” clauses allowed. You may have less than 5.
Questions? Contact Jason Andreacchio, City Clerk’s Office 352-334-5015, clerks@gainesvillefl.gov  

Proclamation Draft Statements

1.
     
2.
     
3.
     
4.
     
5.
     
6.
     
7.
     
8.
     
9.
     
10.
     
Proclamation Final Draft Template

City of Gainesville, Florida
Office of the Mayor 
PROCLAMATION
WHEREAS, 
WHEREAS, 
WHEREAS, 
WHEREAS, 
WHEREAS, 
NOW, THEREFORE, I, Harvey L. Ward, 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. 03/37/2025
City Clerk’s Office/JA

