SECRETARY MEETING REQUEST
The Secretary relies on those requesting him to participate in meetings to provide information that will help determine his participation and talking points.  Please fill out the following request and return to LeShawn Burrell-Jones (BurrellL@si.edu) and Natalia Rawls (RawlsN@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. 
	REQUESTING

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


	APPOINTMENT:
	Day, date, and times
Location 


	PARTICIPANTS:
	Lonnie Bunch, Secretary

List additional meeting participant names and titles



	OBJECTIVE:
	What is the meeting intended to accomplish? 


	TALKING POINTS: 
	List the objective or talking points of the meeting in a concise manner. 




