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EVENT FORM

Eric D. Fingerhut, Chancellor

Please submit this form to Amber Jacott at ajacott@regents.state.oh.us
We appreciate your understanding that we are unable to suggest dates and times for events.  In addition, we are unable to schedule beyond 30 days in advance of the proposed event.  Please electronically submit your request with this form at your earliest convenience.  If for any reason the Chancellor is unable to attend the event, we will notify you immediately.

We are unable to confirm an event without a completed event form.

	ABOUT THE EVENT

	EVENT NAME

	DATE
	TIME


	LOCATION (please attach detailed directions)


	STREET ADDRESS


	LOCATION PHONE NUMBER

	CITY, STATE, ZIP 


	PURPOSE OF EVENT


	HISTORY/BACKGROUND OF EVENT


	DESCRIBE THE LOCATION WHERE THE EVENT WILL TAKE PLACE INCLUDING SPECIFIC DETAILS (For example: conference room, outdoors, ballroom, who will welcome the Chancellor upon arrival and where, and other details to expect.)


	EVENT SPONSOR

	CONTACT PERSON

	BUSINESS PHONE


	CONTACT ADDRESS

	HOME PHONE


	CITY, STATE, ZIP
	MOBILE PHONE


	E-MAIL

	PREFERRED DAY PHONE


	CONTACT (DAY OF)

	PHONE (DAY OF)


	MEDIA DETAILS

	MEDIA RELATIONS CONTACT

	BUSINESS PHONE


	E-MAIL

	MOBILE PHONE


	Will your organization also provide information to the media?



	Open to the media?

	Open to the public?


	If a microphone is available, what type is available?

	Will there be Power Point capabilities? If so, who should we e-mail the presentation to or will we need to bring a flash drive? 

	Who are the key organizers and sponsors of event? Please provide relevant history or information regarding their sponsorship or involvement:



	ABOUT THE AUDIENCE

	Identify the audience to whom the Chancellor will be speaking:  (i.e. business leaders, teachers, children, students)


	Will there be any notable individuals in attendance that the Chancellor should recognize? (i.e. elected officials or dignitaries or employees of a particular company)


	EXPECTED NUMBER TO ATTEND
                                   

	EVENT TIME & DETAILS

	TYPE OF EVENT (i.e. breakfast, lunch, dinner, annual meeting, reception, keynote, lecture, graduation) PLEASE EXPLAIN AND LIST TIMES



	APPROXIMATE TIME THE CHANCELLOR WILL BE INTRODUCED TO SPEAK


	LENGTH OF CHANCELLOR’S REMARKS

	WHAT TAKES PLACE IMMEDIATELY BEFORE THE CHANCELLOR SPEAKS



	WHO WILL INTRODUCE THE CHANCELLOR? PLEASE ATTACH BIO AND INDICATE TITLE

	ATTIRE (black tie, business, casual, regalia)

	WHO ELSE WILL BE SPEAKING AND ON WHAT TOPICS



	DETAILS FOR CHANCELLOR’S SPEECH

	Please specify any special event highlights the Chancellor might want to mention.  For example, a performance by a college choir/band, award honorees for certain accomplishments, etc.  PLEASE indicate if these highlights occur BEFORE or AFTER Chancellor speaks:


	What key points or topics, in your opinion, should the Chancellor emphasize to the audience?



	Please provide specifics on accomplishments, milestones, or success stories the Chancellor could include in remarks, as they relate to the event or its purpose. 


	Is there anyone the Chancellor should acknowledge (by name) in remarks? (Please include name, title, and reason)


	Please include with this form any of the following background information and materials to help the Chancellor prepare remarks: (send all that apply)
· Invitation, event program, agenda, schedule of events              

· Names of your group’s officers and exact titles                           

· Most recent newsletters or brochures published by or about your group            

· List of projects your organization supports                                

· Any pertinent statistics

· Current, previous, or draft press releases

	OTHER INFORMATION OR COMMENTS

	PLEASE INCLUDE ANY ADDITIONAL INFORMATION SUCH AS RELEVANT WEBSITES AND ORGANIZATIONAL HISTORY
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