REQUEST FOR PRESIDENT ZINGG’S ATTENDANCE OR PARTICIPATION

California State University, Chico

Please complete this form to request time on the President’s calendar; place in an envelope and return to the President's Office at Zip 150.
Department/Contact Information

Date Submitted:         

Sponsor:        

Advancement Contact (if applicable):        

Contact Name:        

Title:        

Phone:        
 Fax:        

Cell Phone:        
 E-mail:        

Send copy to Dean or Vice President:         

Event Information

Title:
       

Date:
       
  Time:        
    Location:         

Primary Purpose and Objective of Event:        

President’s Role:
Attendance Only   FORMCHECKBOX 

  Participation
 FORMCHECKBOX 

Primary Attendees (please check):  Alumni   FORMCHECKBOX 
        Donors
 FORMCHECKBOX 
      Prospects   FORMCHECKBOX 
      Faculty   FORMCHECKBOX 
       Staff   FORMCHECKBOX 
 

Students  FORMCHECKBOX 

Community  FORMCHECKBOX 

Media  FORMCHECKBOX 

Other
 FORMCHECKBOX 
  (Please attach Invitee List)
List other members of the campus senior administration in attendance and/or on the program:   
       

President’s role in the event:  (check all that apply)

 FORMCHECKBOX 
  Remarks
 FORMCHECKBOX 
  Introductions
 FORMCHECKBOX 
  Keynote Address
 FORMCHECKBOX 
  Panelist

 FORMCHECKBOX 
  Informal discussion
 FORMCHECKBOX 
  Interview or Q & A
 FORMCHECKBOX 
  Master of Ceremonies

 FORMCHECKBOX 
  Award Presentation
 FORMCHECKBOX 
  Other (Please describe)       


Length of Role:   FORMCHECKBOX 
 5 min or less
 FORMCHECKBOX 
 5-10 min
 FORMCHECKBOX 
 10-20 min 
 FORMCHECKBOX 
 Other        

Attach specific talking points you want the President to cover (e.g. goals of event, acknowledgments, program highlights, introduction of key individuals, specific elements that will resonate with the attendees, etc.)

List the order of speakers or describe the flow of events, indicating the approximate time the President’s part in the program begins and ends:        

Who will introduce the President?        

Is the President free to leave after his remarks   FORMCHECKBOX 
      – OR –      Stay for entire event if possible   FORMCHECKBOX 

Function and atmosphere (and dress)
  FORMCHECKBOX 
 Casual
 FORMCHECKBOX 
 Business Attire
 FORMCHECKBOX 
 Formal (Black Tie)
Please send the following prior to event:

 FORMCHECKBOX 
  Bios of Key Attendees
 FORMCHECKBOX 
  Invitee List

 FORMCHECKBOX 
  Official Invitation
     

 FORMCHECKBOX 
  Specific Talking Points
 FORMCHECKBOX 
  Confirmed Guest List
 FORMCHECKBOX 
  Printed Program

 FORMCHECKBOX 
  Description of your Organization, including background history 

