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Request for President Shirley C. Raines’ Attendance or Participation 
To request President Raines’ participation in an event, please complete this attendance/participation form. Allow as much advance notice as possible for your event/meeting request. You will be notified of the President’s availability on a timely basis.

The president tries to accommodate invitations; however, at times she must decline an invitation due to conflicts in her complex schedule. Thank you for your patience and understanding.

Instructions for completing this form:  You may enter the information requested by clicking on the gray box.  Text fields will expand to accommodate more text as you type and checkboxes will be filled in with an “X.”  Save a copy of the document for your files and forward a file copy of this form along with other information, as appropriate, to aabrnthy@memphis.edu via an e-mail attachment.  


*Date of Request:      
*Contact Name   
*Office Phone        
*Contact’s Cell Phone       
Fax        
*E-mail      
*Organization Sponsoring Event
     
*Name of Event       
*Purpose of event       
*Date of Event           

*Time event: (begins)         (ends)      
*Address and room number of event location        

*List members of the campus administration attending the event       
*List special guests or VIP’s attending the event       
*Function Atmosphere (and dress):   FORMCHECKBOX 
Business
 FORMCHECKBOX 
Casual
 FORMCHECKBOX 
Formal (Black Tie) 
 FORMCHECKBOX 
Other (please explain)       
*Nature of audience (check all that apply):
 FORMCHECKBOX 
 Students
 FORMCHECKBOX 
Faculty
 FORMCHECKBOX 
 Staff

 FORMCHECKBOX 
 Alumni


                   FORMCHECKBOX 
 Campus   

 FORMCHECKBOX 
 University
 FORMCHECKBOX 
 Community


                   FORMCHECKBOX 
 Elected officials
 FORMCHECKBOX 
Members of Your Organization Only

*Number of attendees expected:       
Role President Is to Play (choose one):   Attendance Only   FORMCHECKBOX 
  Participation   FORMCHECKBOX 

If you checked "Participation": 

· *Describe the exact nature of the role the president is expected to play (check all that apply):



 FORMCHECKBOX 
Welcome Remarks
 FORMCHECKBOX 
Introductions  

 FORMCHECKBOX 
Keynote Address/Presentation


 FORMCHECKBOX 
Panelist

 FORMCHECKBOX 
Informal discussion
 FORMCHECKBOX 
 Interview or Q&A

 FORMCHECKBOX 
Master of Ceremonies 
 FORMCHECKBOX 
Award Presentation
 FORMCHECKBOX 
 Other (please describe)      
· *Length of Time Requested to Speak    FORMCHECKBOX 
 5 min or less    FORMCHECKBOX 
5-10 min    FORMCHECKBOX 
 10-20 min   FORMCHECKBOX 
 Other       

· *Focus areas to include in the remarks      
· List the order of speakers or describe the flow of events      
· *Indicate the approximate time the president’s part in the program begins         and ends:      
· Is a podium available?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 

Is a presentation screen available? Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 

· Is a computer available?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Is a microphone available?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 Type of microphone:  Hand held  FORMCHECKBOX 

Lavaliere/lapel  FORMCHECKBOX 

· Who will introduce the president?
       
· Is the president free to leave after her remarks?  Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Should she plan to stay for the entire event, if possible?  
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

· Additional Comments:      
· Please email background materials (e.g., bios, speaker's notes, description of your organization, etc.) to aabrnthy@memphis.edu .  

· When available, please send the official invitation to the event, printed program, and confirmed guest list.
· Office of the President, 341 Administration Building, University of Memphis,   Memphis, TN 38152, Phone (901)  678-2234, 

For Use by the President’s Office

Approved by:       
Initials:       
Date:      
Note: Items marked with an asterisk (*) are required fields.








