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23rd Wing

S

Speaker Request Form

I. Sponsoring organization: ________________________________________________________________
Requester name: __________________________________________________________________________
Telephone number: ________________________________________________________________________

E-mail address: ___________________________________________________________________________
 

II. Event Name: ___________________________________________
Date: ________

Meeting will begin at: ________ 

Meeting will end at: ________ 
Place (name, address & city)_________________________________________________________________
________________________________________________________________________________________

*If location is outside the local area, please attach online map with a starting location of Moody AFB, 31699.

III. Speech:
Subject desired: ___________________________ Time to be allowed:___________________________
Will there be a question & answer period after speech? _______________________________________
Are props desired? ________________________ 
IV. Speaker:
Rank or duty description desired: ________________________________________________________
Suggested dress: (formal or casual)_______________________________________________________
Can the speaker bring his or her spouse/family?  ___________________________

V. Details of the program:
Other speakers: (List in order of appearance; include speech subject and speech length)__________________
________________________________________________________________________________________
________________________________________________________________________________________ Event agenda:____________________________________________________________________________
Will there be a meal? _________   If yes, will the speaker (and spouse) have to pay? __________________ 
VI. Audience: 
Estimated size: _____________________ 
Composition of audience: (businessmen, teachers, general public, etc.) ___________________________
____________________________________________________________________________________

VII. Publicity:

Will the event be open to the news media? ________ If so, are news media expected to attend? ________ Will the speech be broadcast? __________

Will the speech be taped, filmed or otherwise recorded? _______________________________________ 

VIII. Equipment:

Will sponsoring organization provide screen, projector, television set, and/or video cassette recorder, if required?

______________________________________________________________________________________

IX. Miscellaneous 

Give any other significant information which may be helpful in the selection of an appropriate speaker. If more space is needed, use a continuation sheet.
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