EVENT PROFILE
PLEASE MAKE SURE ANY PROPOSED INVITATION OR OTHER PRINTED

MATERIALS ARE PRE-APPROVED BY LINDA STEELE

PRIOR TO MAILING OR DISTRIBUTION
	INSTRUCTIONS: COMPLETE THIS FORM AND RETURN TO Linda Steele, P.O. Box 42013, Lubbock 79409-2013 or Email: linda.steele@ttu.edu or Fax:  806-742-8050
ANY QUESTIONS, PLEASE CALL 806-742-8070.                             


TYPE OF EVENT (Conference, Luncheon, Banquet, etc.): ____________________________
IF A LUNCHEON OR DINNER, SIT-DOWN OR BUFFET: ______________________________

REQUESTED PARTICIPATION BY CHANCELLOR:  (Please indicate one):  
a) Featured Speaker      b)  Master of Ceremonies     c)   Brief Remarks     d)  Introduction   e) Welcome    f)  Other (please describe in detail ___________________________________


SPONSOR: ___________________________________________________________________


DATE/TIME OF EVENT:  ________________________________________________________
LOCATION (Please include specific directions to event): _____________________________

MEDIA ATTENDANCE:  Will local or national media be notified of the event?  If so, how will they be notified (i.e. news release, phone calls, etc.) ________________________________
_____________________________________________________________________________

AUDIENCE PROFILE: __________________________________________________________
_____________________________________________________________________________

APPROXIMATE NO. OF ATTENDEES:_____________________________________________
SUGGESTED TOPIC(S) OF SPEECH, (if applicable):
________________________________
_____________________________________________________________________________

_____________________________________________________________________________
WILL A QUESTION & ANSWER SESSION FOLLOW ADDRESS? _______________________
THEME OF EVENT OR CONFERENCE (if any):
 ______________________________________
OTHER SPEAKERS, ATTENDEES OR DIGNITARIES OF NOTE (Invited/Confirmed):
_____________________________________________________________________________
PAST SPEAKERS OF NOTE: ____________________________________________________
OTHER EVENTS DURING EVENT/CONFERENCE TO WHICH CHANCELLOR MAY BE INVITED TO ATTEND: (if applicable): ______________________________________________
_____________________________________________________________________________
IF CHANCELLOR HANCE IS NOT AVAILABLE, IS AN ALTERNATE SPEAKER ACCEPTABLE? _______________________________________________________________
POINT OF CONTACT (name, email address, telephone—including alternate # where contact can be reached at any time—and fax numbers):
· For Event: _____________________________________________________________ 
· For Press Coverage, if applicable:  __________________________________________
PLEASE PROVIDE A TIMED AGENDA ONE WEEK PRIOR TO THE EVENT.

