SECRETARY EVENT/SPEECH REQUEST
The Secretary relies on those requesting him to participate in events to provide information that will help determine his participation and guide him in preparing his remarks.  Please fill out the following request and return to Natalia Rawls (RawlsN@si.edu) and LeShawn Burrell-Jones (BurrellL@si.edu) as soon as possible. An answer will be provided to you within 7 days of your request. 
If the Secretary is able to attend and participate, a briefing will need to be provided to the Office of the Secretary no later than 15 days prior to the event. The briefing lead and speechwriter will be in contact to discuss further needs. 
	REQUESTING

OFFICE:
NAME OF EVENT:
	Name and contact information for persons responsible for the event and who are able to respond to questions
Full, descriptive name of the event


	APPOINTMENT:
	Day, date, and times
Location 
Key function of the Secretary (welcome address, speaker intro, etc.) 
Length of remarks


	PARTICIPANTS:
	Composition of the audience (media, staff, Regents, donors, Members of Congress, etc.) and expected number of attendees


	OBJECTIVE:
	What is the overall event intended to accomplish? 
What role will the Secretary play in the program and/or in achieving the goals of the overall event?


	REMARKS:
	If you would like for the Secretary to give remarks, please list 3-5 key points you would like him to make and any individuals or groups that should be recognized or thanked.

	EVENT FORMAT:
	General timeline for the event, indicating event start, time of Secretary’s requested arrival, order of formal program (with all speakers and the length of their remarks).  Example:
7:00 p.m. Event begins

7:05 p.m. Secretary Bunch arrives; Sally Smith greets him
7:10 p.m.  Speaking program begins; confirmed speakers include:

                Joe Smith (President, Hill Corporation) – 3 min

                Secretary Bunch – 5 min with Q&A
7:20 p.m.  Seated dinner

8:15 p.m.  Dr. Bunch is free to depart
8:30 p.m.  Event concludes

	PRINT MATERIALS:


	Will the Secretary be listed in any print materials associated with the event? If so, what are they?

*Please note that the Office of the Secretary will need to review any materials with the Secretary’s name and/or image.



	ATTIRE:
SPOUSE ATTENDANCE:
	Specify “business,” “business casual,” “black tie,” etc.
Is Maria Marable-Bunch invited to attend?



