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Speaking Request Form
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EVENT BASICS

· Official name of event: 

· Date of event:

· Time of event: 

· Speaker Start Time:

· Event Location (address, building name, room name/number): 

· If virtual, provide Zoom/Microsoft Teams information:

· Link: 
· Meeting ID: 
· Password, if applicable:
· Time to join the meeting: 
· Event recorded or Live:
· Web address for viewing:

· Background of Event: (annual/recurring event)

· Approximate number of attendees:

· What are the demographics of the audience, i.e., background (specific groups, i.e. age, classifications, majors, etc.), etc.  

· Specify organizations, corporations and sponsors participating, if relevant:

· Event sponsor/host/hostess:

· Name/e-mail/phone of event point of contact:

· Name:		
· Position:	
· Department:	
· Email:	
· Contact Telephone Number:	
· Date request received:	 
LOGISTICS

· Transportation, parking, and arrival/departure information details:

· Who will greet/escort the President upon arrival at the event?  Include e-mail/phone (office & cell).

· When and where will this person be stationed?

· Description of room or stage layout (auditorium, classroom, conference room)

· Where does the President sit (first row, on stage, in audience)? 

· Is the First Lady invited? If so, where does she sit (first row, on stage, in audience)?

· If making a presentation, are audio-visual capabilities for the venue? 

· Will food/refreshments be served?  If so, what type (lunch, snacks, etc.)



SPEAKING INFORMATION

· Presentation Type (welcome, lecture, panel, Q&A)

· Time Allotted (suggested length of remarks)?

· Is this event designed for remarks, followed by Q&A? 

· Specific timeline/sequence of events:  Provide a program agenda.

· Who will introduce Dr. Ennis? 

· Will there be speakers before or after the President?  If so, who and what topics will be addressed?  

· Will the President introduce anyone/the next speaker?  If so, please provide name, title, bio, and photo.

· Will Dr. Ennis make a presentation (i.e. awards, gifts)

· If virtual, can the President log-off following his speaking role?


REMARKS SUPPORT 

· What is “big picture” purpose of the event?

· What topics does this audience want and/or need to hear?  Audience concerns or interests?  

· Any particular references, accomplishments or statements recommended for remarks?  

· Are there distinguished visitors/elected officials/VIPs to recognize or thank?


MEDIA
  
· Is the event open to the media?  

· Will there be a photographer present? 

· Is there an expectation for Dr. Ennis to do a media interview/press conference/availability before or after the event?

· Do you intend to post remarks and images from the event (newsletter/website/blog, etc.)? If so, provide link/web address.



-----------------------------------------------------------------------------

For President’s Office Use:
· Date Speaking Request made:

· Date Speaking Request approved:

· Date Speaking Request confirmed with requestor:

· Prior day confirmation of event:



E-mail request to Cristie Washington, cwashington@deltastate.edu, 662-846-4000
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