Request for Chancellor Charles R. Bantz’s Attendance or Participation 
When an event or meeting is scheduled on Chancellor Bantz’s calendar, the following information is requested to assure that our office meets your needs and expectations.  Please supply as much information as you have at this time and keep us posted on changes or modifications in your plans. 
Instructions for completing this form:  You may enter any textual information requested by clicking once on the gray box.  It will expand to accommodate more text as you type.  When filling in a checkbox, click once on the boxes desired and they will be filled in by an “X.”  If you prefer to print the form and fill it out, please use the space provided and attach additional sheets as necessary.  Save a copy of the document for your files and forward a copy back to us by e-mail attachment as shown in the address box below.  

Contact Information for Event Organizer 

Contact Person      
Contact’s Phone        

Fax        

E-mail      
Name of Event
      
Date of Event           

Time: (begins)      
 (ends)      
Location of event       






Purpose of event                            
Role Chancellor Is to Play (choose one):   Attendance Only   FORMCHECKBOX 
  Participation   FORMCHECKBOX 

If you checked "Participation": 

1. Describe the exact nature of the role the chancellor is expected to play (check all that apply) and indicate the total length of time you wish him to speak :



 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 Time Requested    FORMCHECKBOX 
 5 min or less    FORMCHECKBOX 
5-10 min    FORMCHECKBOX 
 10-20 min   FORMCHECKBOX 
 Other       

2. Is a podium available?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 

Is a microphone available?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

3. List the order of speakers or describe the flow of events, indicating the approximate time the chancellor’s part in the program begins and ends:        
4. Who will introduce the chancellor?
       
5. Is the chancellor free to leave after his remarks?  

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

6. Should he plan to stay for the entire event, if possible?  
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

7. Is his wife, Dr. Sandra Petronio, to be included in your invitation for this event?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

8. Please list other members of the campus administration who will be invited to attend.
     
9. Please attach background materials (e.g., bios, speaker's notes, description of your organization, etc).  

10. When available, please send the official invitation to the event, printed program, and confirmed guest list.

Function Atmosphere (and dress):   FORMCHECKBOX 
Business


 FORMCHECKBOX 
Casual
 FORMCHECKBOX 
Formal (Black Tie)  




    FORMCHECKBOX 
Other (please explain)       
Number of attendees expected:
     
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

Please return this form to:  Office of the Chancellor, 355 N. Lansing St., Admin.  Bldg. 104, IUPUI,   Indianapolis IN 46202-2896, 
Phone (317)  274-4417, E-mail  chancllr@iupui.edu
