HUD Region IV - Regional Administrator

 Invitation and Meeting Request

· Event name
· Event organizer/organization

· Speaker requested

· Event Point of Contact (POC) and contact information
· Open to the media

· Time/duration: 
· Address of the Event:
· How long will HUD speaker be asked to speak 

· Theme of event 

· Particular topic(s) of interest for remarks

· Who will introduce

· Copy of the program/speaking order

· Size of audience
· Composition and nature of the audience
· What type of setting is it                                                                                         

· Are there dignitaries/people that need to be recognized? If so who are they?
· Personal anecdotes and or notable events/achievement last year                                        

· Will awards be given out and to whom?
