Transportation Security Administration Speakers’ Bureau
 
SPEAKER REQUEST FORM
Deadline for Acceptance: 


[Publication or otherwise; please see details below]

Event Title: 




[List official title of event]

Speech Date: 




[List date of speech] 

Speech Time & Duration: 


[List time of speech]

Speaker Requested: 



[Name & title of speaker requested]

Surrogate Requested:
[If principal is unavailable, will you accept a surrogate? 
If you have a suggestion, please place here]

Event Location:  
[Location name, mailing address, location phone; cross street]

Open Press/Closed Press: 
[Will media be invited? If so, describe and submit media list] 

Purpose:




[Describe in 2 paragraphs or less]  

Speech Topic: 
[Define topic/points you wish the speaker to cover]

Presentation Format: 



[Keynote speech, roundtable, panel]

Questions & Answer Period: 


[If there is Q&A, what is the duration?]

Audience: 




[Approximate number of audience and describe its background] 
Event Web Site:




[Enter or cut-and-paste URL here] 

Event Sponsor:




[Describe in one paragraph the event sponsor, including membership] 
Event Agenda:




[Paste text version of event agenda, please highlight speaker requested]

Honorable Guests Attending:
[List names and title of members of Congress, CEOs, or VIPs participating in or attending the event]  

Origin of Invitation:
[Name, title, email, phone of person who sent the invitation] 

Day of Event Point of Contact:
[Name, title, email, office phone, cell phone]
Please submit this form and corresponding attachments to TSASpeakers@dhs.gov – invitations via e-mail are preferred. The TSA Speakers Bureau can be contacted at 571-227-2975.
The TSA Speakers’ Bureau requires at least 6 full weeks notice to deliver a speaker determination approximately 4 weeks before the date of the event. Invitations will not be accepted 2 weeks prior to an event date. Invitations received within the 6-week requirement are not guaranteed a determination in a timely fashion. 

If an event planner has identified a publication deadline, request your speaker at least 6 full weeks before that publication deadline to help ensure approved use of speaker name and title for publication. Using the term” invited” next to an invited participant’s name is not an approved use of government speaker name, title or biography without prior written permission from the DHS Speakers’ Bureau.
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