Vice President’s Briefing Sheet

Request for Personal Appearances
To be completed by the event coordinator and submitted electronically to the vice president’s office for approval.   Confirmation or declination will be sent to the originating office.  All requests MUST be received by the vice president’s office three weeks or earlier prior to event.
EVENT INFORMATION

SPONSORING ORGANIZATION/GROUP

     
NAME, PHONE # and FAX # of COORDINATOR/CONTACT PERSON
     
TYPE OF EVENT/ACTIVITY (e.g. reception, dinner, lecture, meeting)

     

AUDIENCE (e.g. Faculty, Staff, Students, Community/Combination)

    
DATE OF EVENT:       

   START TIME:        

END TIME:       
LOCATION:       






NOTE: If your event is held annually, please provide approximate date or month for planning purposes next year. 

     
VICE PRESIDENT’S ROLE
VICE PRESIDENT’S ATTENDANCE:      
      FULL ATTENDANCE    FORMCHECKBOX 
  
                STOP BY   FORMCHECKBOX 


     REMARKS   FORMCHECKBOX 

Time Scheduled for Vice President’s Remarks:  START TIME:        
END TIME:           
PURPOSE OF EVENT/ACTIVITY: (Attach a separate sheet if necessary.)
     
PLEASE LIST IN DETAIL THE POINT ON WHICH THE MESSAGE SHOULD FOCUS: (Attach a separate sheet if necessary.)
     
NAME & TITLE OF PERSON ESCORTING/INRODUCING VICE PRESIDENT

     
  ADDITIONAL COMMENTS (Attach additional sheet if necessary.)
     
NOTE:
  Please attach agenda / program and list other key guests or speakers.
VICE PRESIDENT’S OFFICE USE ONLY

  APPROVED   FORMCHECKBOX 
                               DENIED   FORMCHECKBOX 
    

                                      

  SIGNATURE:  _________________________________                 DATE: _________________________















































































